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am. 
% @ Exclusively yours: 


. 

. @ timesaving 
KEYBOARD CONTROL 
on the world's fastest electric 


For easier typing, all of the 
controls are located in the 
keyboard area on the Smith- 
Corona electric. You also get 
these other exclusives: 

Half Spacing... easiest 
method of error control. 
Page Gage... eliminating 
the worry of end-of-page 
typing. 

See these and other Smith- 
Corona exclusives! Call your 
local Smith-Corona repre- 
sentative for ademonstration. 


ff 
Mi best business 
connection you ever made 


SMITH-CORONA ELECTRIC 





nk ABB IL 


SPECIAL OFFER 


This 
DELUXE 
DESK DISPENSER 


for only 50¢ 


with purchase of "SCOTCH" Deluxe Desk Dispenser 
12 Rolls "SCOTCH" Cellophane Tape 1/2" x 1296" 


See your 
supplier right 
away... tell him 
you want 


DEAL “S”! 


NOTE: Jf you prefer 
tape in 3%" width, 
ask for Deal“R’’. 
Same offer of a 
second dispenser 
for only 50¢. 


zawmcessemeox; SCOTCH 
Deluxe Desk Dispensers! Buy one dispenser and 


12 rolls of ever-useful ““ScorcH” Cellophane Tape BRAND 

...get a second dispenser for only 50¢. It’s your 

chance to outfit every desk with these time-saving, CELLOPHAN F TAPE 
tape-saving dispensers! poe 

R7 

x 


Act quickly —offer expires June 30! 


*€seanch 


The term “Scotcn” is a registered trademark of Minnesota Mining and Manufacturing Company, St. Paul 6, 
Minn. Export Sales Office: 99 Park Ave., New York 16,'N. Y. In Canada: P.O. Box 757, London, Ontario. 


For More Information Circle No. 158 
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PAPERS 


Yes, "BETTER PAPERS ARE MADE 
WITH COTTON FIBER" and WESTON BOND proves it 


Because it is made better with cotton 
fiber, WESTON BOND has all the 
beauty of finish, all the impressiveness 
and character you look for in a letter- 
head paper. 


Against the sparkling brightness and 
uniform. iexture of WESTON BOND, 
typing looks neater, cleaner . . . letters 
lock more inviting, easier to read. See 
for yourself the difference cotton fiber 
can make. Ask your printer to use 


WESTON BOND on your next lot of 
letterheads. 


WESTON BOND is available through 
your favorite printer in white, colors, 
white opaque, white litho finish and 
envelopes to match with instant sealing 
flap gum. Write for a sample book. 
Address Dept. OF. 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


Makers of Papers for Business Records Since 1863 


WESTON BOND 


Cotton Fiber Quality Letterhead Paper 


For More Information Circle No. 257 
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Franklin Institute 


Exhibit Traces 
The History of 
Computation 


NE OF THE GREATEST develop- 
ments in the field of computing is 
the electronic computer. In its short 
lifetime, it has proven time and again 
its great value to all branches of the 
commercial, and industrial 
worlds. Its versatility of application and 


scientifie 


its ability to increase greatly the accu- 
racy and speed in arriving at the solu- 
tion of complex problems has made it 
invaluable to modern industry. 

Because of the extreme interest which 
this revolutionary computing device has 
among adults and children 
alike across the nation, the Franklin 
Institute in Philadelphia, world-re- 


aroused 


A three-dimensional illustration of Archi- 
medes using the buoyancy principle to 
determine that an object is pure gold. 


Some of the memory aids used by man, left 

to right, top to bottom: Peruvian counting 

knots, ancient Egyptian painting, Babylonian 

clay map, tally stick, 18th century invoices, 

11th century manuscript, punched cards, mag- 
netic tape. 


nowned for scientific exhibition and re- 
search, has included the demonstration 
of its recently installed Univae system 
in its exhibit of the evolution of compu- 
tation. 

The computation exhibit, which was 
opened to the public in January, also 
portrays the never-ending search made 
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To measure the circumference of the earth about 240 B, C., Eratosthenes used the reflections 


of the midsummer sun at noon in Syene 
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480 miles due north. 


(on the Tropic of Capricorn) and in Alexandria, 


Laying out right 

angles by drawing 

equal arcs from two 

places on a straight 

line and joining the 

points where the 
arcs cross. 





Measuring unknown heights from the ground 
by measuring the cast shadow of a known 
object, as depicted in the exhibit. 


by man for faster, more accurate count- 
ing methods. Beginning with the primi- 
tive system whereby early man judged a 
quantity by comparing it to the ele- 
ments around him, the exhibit illus- 
trates the advancement in computing 
methods through the stages of finger- 
counting and pebble-counting to the 
mechanical aids used in the twentieth 
century. 


A three-dimensional diorama charts 


the discoveries of the most celebrated 
scientific thinkers of the past ages. Some 
of the high spots of man’s earlier 
achievements in the field are Eratos- 
thenes’ work in computing the measure- 
ment of the earth, Archimedes’ compu- 
tations of weight and the works of 
Galileo and other scientists in comput- 
ing acceleration. 

Of particular interest, to the thou- 
sands of persons who already have vis- 


This panel in the institute's exhibit includes devices for computation such as the polar planim- 
eter, abacus, logarithmic tables and a Babylonian multiplication table. 
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a Entirely NEW! 


low cost system Guard 


a 


J now you can 


~~ Print and bind 


all your literature 
right in your organization 


In just three simple fast steps, you can make 
your own catalogs, reports, manuals, etc., more 
attractive ... more effective ... and save money 
too! This new GBC Rex-O-Graph system prints 
in one to five colors and adds life and prestige 
to your literature with sparkling action-getting 
GBC plastic binding. Your literature will be 
modern—every page lies flat ... turns easily. 
You definitely increase readership. It’s so easy 
too. Now anyone in your organization can “‘tailor- 
make” all your presentations—turn out profes- 
sional quality plastic bound books in seconds. 
You get sharp clean uniform printing with no 
make-ready, pumping or priming ... you punch 
and bind with the pull of a handle and it costs 
just pennies a book with this low priced GBC 
system. 


SEND FOR THIS NEW FREE BOOK 

This handsome plastic bound manual is packed with 
important news and illustrated facts. Shows you how 
you can dress up all your literature and printed 
material—all at a new low cost. You owe it to your- 
self to get this valuable information. Send for your 


free copy. PLASTIC BIND 


For More Information Circle No. 295 
General Binding Corporation, 812 W. Belmont Ave., Chicago 14, til. 


General Binding Corporation 
812 W. Belmont Aves, Chicago 14, Ill. 


Send me, under no obligation, your new free book that tells how | 
= new GBC Rex-O-Graph printing and binding system in m 
usiness. 


Name 


Firm 





te ME EME Pe a 


om i 


An early computing machine, shown in the exhibition, is the hand operated Scheutz calculator 
built prior to 1855. 


ited the exhibit, is the chronological dis- 
play of computing devices. These com- 
puters range from the early Roman and 
through slide rules, to 
tables. In addition, 


evolution of 


Oriental abaci, 


modern logarithm 
the exhibit features the 
memory aids which presaged the even- 
tual development of the electronic com- 
puter. These devices include the Peru- 
vian counting knot system, the Roman 


multiplication seroll, a Babylonian ecun- 
eiform stone map, an old ledger, the 
printed page, the punched ecard and the 
magnetic tape which is used today in 
computer operation. 

The entire exhibit is housed in Frank- 
lin Institute’s new Computation Center, 
the first of its kind in the world where 
an exhibit accompanies a computer in- 


stallation. The center is operated by 


: 


DoRSOCE ge 


od 


Trained technicians operate the Remington Rand Univac in the Franklin Institute Laboratories’ 
new Computation Center in Philadelphia, Pa. 
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Cluttered top is fault of desk — not the person 


Are men really neater than women? 


Time-wasting “desk top clutter" can now be 
eliminated for both men and women 


. 
COP e ee eee eeeeeeeeerees POCO EEE R ETE E REE O EEE ES EEEEE EEE SE OSES OR EEEEEeEEOEeee 


We don’t want to get into any argument about the 
neatness of men versus women. But Shaw-Walker 
does know that desk neatness and work efficiency 
have a definite relationship. When new Shaw- 
Walker ‘‘Clutter-Proof” Desks go into an office, 
work efficiency and work output go up. Here’s why. 

Fully 75% of the things that drift around on top 
of other desks have a specific place inside this desk. 


Skyscraper 


eeeeeeeeeceee eeeeeeee 


Se eeeeeeeseceesoseere 


There are off-the-desk trays for 
incoming, outgoing and pending 
letters, off-the-desk space for 
work organizers, work separators, 
deferred projects, tickler, binders, 
books, pads, forms, card lists. 
Most ingenious of all is an in-drawer wastebasket 
and provision for in-drawer phone! 

With a Shaw-Walker ‘‘Clutter-Proof’’ Desk, 
usable working space on the desk is actually doubled. 

See these new color-styled ‘‘Clutter-Proof”’ 
Desks at our local branch store or dealer or write 
Shaw-Walker, Muskegon 14, Michigan, for booklet 
“This desk is time-engineered to help you.” 


Muskegoni4, Mich, Representatives Everywhere 


SGHAW-WALKER Largest Exclusive Makers of Office Equipment 
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institute personnel and is utilized by 
Franklin Institute Laboratories to solve 
problems in engineering, science, indus- 
trial economics and operations research 
for government agencies and business 
organizations. 

Although the acme of perfection ap- 
pears to have been attained with this 
latest innovation, development of im- 
proved computing procedures has not 





Galileo measuring 
the acceleration of 
a falling object. His 
discovery is used to- 
day to plot the 


course of missiles. 


stopped with the invention of the com- 
puter. Engineers and scientists of both 
Remington Rand and the Franklin In- 
stitute are constantly engaging in re- 
search to improve the Univac and to de- 
velop an even better, faster, more accu- 
rate computation system which will en- 
able man to make greater strides in the 
fields of science, commerce and indus- 
try. 


IDENTIFY PHYSICAL ASSETS QUICKLY, 
PERMANENTLY, ECONOMICALLY 


| ser NUM sERED— 


@ 


METHODS & SYSTEMS MEN 
COMPTROLLERS & ACCOUNTANTS 
MAINTENANCE SUPERVISORS 
PURCHASING AGENTS 


vp Interested in accurate records that sim- 
plify depreciation of equipment for tax, 
insurance and accounting purposes? Iden- 
tify with Serially Numbered “AUTO- 
GRAPHS”. Adhesive-backed ... they’re a 


cinch to mount. Easy-to-read, too, and 
METALCRAFT, INC. 
| Mason City, lowa 


Send free samples, literature and your 
| Property Control pamphlet. 


attractively designed for efficient “out- 
front” mounting. Just for the records... 
your Property Control records . . . there is 


ee no finer tag! 


| NT SEN se eS 


perc TAL Chef 


EE j MASON CITY, IOWA, U.S.A. 


For More Information Circle No. 285 
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from order 


to invoice... 


WRITTEN 





JUST ONCE 





End costly ‘“‘repeat writing’”’ every time 
you fill an order this new Ozalid Direct 
Copy way. 

From just one writing . . . you get stock 
tickets, packing slips, accounting control 
copies, invoice—in fact, all your paper- 
work. As a result, you end costly, repeti- 
tious handcopying and retyping .. . elim- 
inate copy errors and proofreading... 
get shipments and bills out sooner . . . im- 
prove customer service. 


Ozalid ends duplication of paperwork 
throughout your business. In every de- 
partment, Ozalid replaces costly writing 
or typing with inexpensive Direct Copying. 


Ozalid makes copies of anything writ- 
ten, printed, typed or drawn on any 
paper that transmits light—at the lowest 
cost per copy of any similar process. Ac- 
tually, you pay less than a penny for a 
letter-size sheet of sensitized Ozalid 
paper. 

For the full story, call your local 
Ozalid representative ...or send cou- 
pon below for more information. 


OZALID* 


DIRECT |COPY|L SYSTEMS 


A Division of General Aniline & Film Corporation. in Canada: Hughes Owens Company, Ltd., Montreal 


Ozalid, Dept. I-6, Johnson City, N.Y. | 


Please send more information on how Ozalid 
Direct Copying can help us with our: 


() Order-Invoicing (C Receiving 

() Production Control () Accounting 

() Purchasing () Engineering 
Name 
Position 
Firm 
Address 

















I 

| 

| 

| 

| 

City State | 
id 


For More Information Circle No. 274 
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How to Stimulate Enthusiasm 


B. W. ELSOM 


Director of Employee Services, Boston Store, Milwaukee 


achievement lies the quality of en- 

thusiasm. To attain enthusiasm we 
must be imbued by a full knowledge of 
the purpose and the ideals of what we 
are trying to accomplish. Such vision 
will kindle all the qualities that are 
deepest and richest in a man’s nature. 
under- 


P sarire EVERY WORTH-WHILE 


Enthusiasm comes from an 
standing of the significance and the im- 
portance of the job at hand. The man 
who has enthusiasm believes sincerely 
in the value of what he has set out to 
accomplish. 





FOR Alt NOISY 
OFFICE MACHINES 


Enthusiasm is an emotion. It is con- 
tagious. The enthusiast can convince and 
inspire others by the sheer power of his 
own enthusiasm. Indifference has never 
bred anything of real value to the 
world. 

Enthusiasm which causes people to 
do their work from the heart is rarely 
spontaneous. Usually it must be gener- 
ated by an enthusiastic leader. The per- 
attitude of the executive is of 
tremendous Enthusiastic 
workers are the reward of the executive 


sonal 


importance. 


who displays a constant and genuine 


Is your office a TENSION trap? 


Answer: YES.—if you use large NOISY office machines, This kind of noise causes severe 
NERVOUS TENSION. It is responsible for most sickness. 


YOU 


can greatly 


reduce NERVOUS TENSION. 


Use SOF'TONES ... they absorb the 


harmful ingredients of NOISE ‘at its source'—the machine itself. 


© 1957 








(Get 


_— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


406 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 305 
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I HAD AVERY HEY, DUA READ ABOUT 
ij T BLUNT NOTE FROM |) BLUNT, EH? WHAT \/ THIS BOOKKEEPER WHO 
MR. SALISBURY HE NEEDS IS A VANISHED WITHOUT 


Th “a aes 
« 
OFFICE 


HIM OUT WITH AN 


SPEND ALMOST NO 
TIME AT THE 
SIR! PENCILS THAT 


STAY SHARP SAVE 
ALL SORTS OF TIME 














Lin 


Order EAGLE ... it's right in any office! 


eee 


EAGLE MIRADO stays EAGLE ERASERS make EAGLE VERITHIN is one 
sharp for pages! mistakes vanish without a trace! red pencil that really stays sharp! 











For More Information Circle No. 179 
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HERE’S THE POINT OF A interest in the progress of each of his 
employees. 

We can suggest three ways to stimu- 
late enthusiasm: 

1. Hold frequent group meetings in 
order that your workers may be kept 
posted as to the progress of their par- 

| ticular work. ? 

2. Give your workers a chance to 
make suggestions and make them feel 
that you will give these suggestions 
serious consideration. 

3. Perhaps the most important of all 

| —set an example of enthusiastic appli- 
| eation to the job yourself. 


| 


= | Philosopher Henry Chester said: 
“Enthusiasm is the greatest asset in the 
world. Enthusiasm tramples over preju- 


most appreciated dice and opposition, spurns inaction, 


é storms the citadel of its object, and like 
ah business an avalanche overwhelms and engulfs 


Or personal Gifs all obstacles. It is nothing more or less 


: : : than faith in action. Faith and initiative 
Your Choice of Pens or Pencils ‘ ; : 
12 KT. GOLD FILLED rightly combined remove mountainous 
$6.00 ea. plus tax barriers and achieve the unheard-of and 
$12.00 sets plus tax ; af 
miraculous. 
| IN LUSTROUS CHROME 


$3.75 each 
7.50 sets 








Write for 
Business 


4 
| 


| A.T. CROSS ¢ = pany 


FIFTY THREE WARREN STREET 
PROVIDENCE 7, R 1, USA 


For More Information Circle No. 277 








+ 
1957 OKLAHOMA 
MANUFACTURERS DIRECTORY 
+ 





Now Available—Only $5 Each 


Cross classified by cities, 
products and alphabetically. 
Also number of employees. 


OKLAHOMA DEPT. 
OF COMMERCE & INDUSTRY 


P. 0. Box 3327 
State Capitol Station 


Oklahoma City 5, Oklahoma 


2 RNR ER er AER AMIRI aR 
For More Information Circle No. 278 


“Have a nice week end at the dude ranch?” 
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Impression.... 


* THE MILLER PRESS 


THE MLLER PRESS 


o"fe 





You'll find a bonus of impression for your correspondence 
when you use a Gilbert Quality Paper. Made with 
new cotton fibres these papers are outstanding for 
crisp beauty and performance. Tub-sized, air dried, they Gl LBERT 
provide a superb cockle finish and excellent noe Se Te 
erasure. Priced no higher than other cotton fibre papers. este nena 
They are, at the most, but a half a cent per letterhead wisconsi® 
more than papers not having the considerable — 


advantages of cotton fibres. Ask your supplier. 


A GOOD LETTER IS ALWAYS BETTER ...WRITTEN ON A GILBERT COTTON FIBRE PAPER 


For More Information Circle No. 197 
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it takes ay 


SYSTEM 


to save 
filing 
space - time - money 
The patented, easily operated drop doors are 
scientifically designed to give maximum pro- 
tection to records. This feature is just another 
reason why more and more companies are 
adopting the Visi-Shelf 
Filing System! 
“TWICE AS 
MANY 
RECORDS IN 
THE SAME 
SPACE” 
or “SAME 
AMOUNT 
OF RECORDS 
IN HALF THE 
SPACE!” 


Send for Record 
Survey Form & Terminol Digit. Filing 
Manual. No Obligation! 


Visi-Shelf File, inc-Dept. 48 . 
225 Broadway New York 7, N.Y. ' 
Please send the following. : 
File Survey Form i 
.. Manual on Terminal Digit Filing : 


Catalog & Name of nearest distributor! 


ieee: socal 


City Zone —. . State J 


Mee me meee ee ee eee ee ee 


For More Information Circle No. 313 
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| office. 


Procedures for 
Secretaries 


IDA WELCH 


| Manager, Organization & Procedure 


Dept., Miller Brewing Co., 


Milwaukee 


HE SECRETARY has a moral obli- 
gation, as a professional person, to 
record the methods and procedures 

involved in the routine work of her 

Written policies and procedures 

are the trade marks of the professional 


man or woman. Down through the ages 


| philosophers, doctors, lawyers, engineers, 
i . > 


priests and politicians have set forth 
the rules by which they practiced. 
A professional person is one who is 


| technically competent in her chosen field. 


In addition, she has a strong moral obli- 


gation to each she 


holds. 
a record of the work she did, but also 


improve position 


She leaves behind her not only 


a record of why and how the work was 
accomplished. She is capable of the kind 
of direct thinking that comes from inti- 
a specific 
the 
see the enterprise as a whole. 


mate knowledge of position 


within a company, and ability to 


She has 
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THIS 
HUNGRY 
MACHINE @, 


4 ee 
‘ Aa a 


EATS 
SECRETS 


Shredmaster Bantam- 10 Devours Confidential Papers 
And Obsolete Records a In Your Own Office 


Are your confidential papers exposed 
to prying eyes? You, too, can have 
SHREDMASTER protection when 
disposing of confidential papers and 
obsolete records. The Bantam-10 
SHREDMASTER assures security 
for your company by turning obsolete 
records into unreadable shreds in a 
matter of seconds. Makes destruction 
of records a simple routine. Learn 
how security-minded companies, 
banks and government agencies safe- 
guard their confidential papers and 
= records with SHREDMAS- 
R. 


FREE 10-DAY TRIAL. New illustrated 
folder describes unique Bantam-10, 


Portable, quiet, 
clean, the 
_ Bantam-10 is 
». the only paper 
« shredding machine 
designed 
for office use. 


gives full details about Free 10-day 
Trial. Write today for: 

Circular 39, Room 1114 
9 East 40th Street, New York 16, N.Y. 
THE SHREDMASTER CORP. 
A DIVISION OF SELF WINDING CLOCK CO., INC. 


Manufacturers also of the Clipper-14, only heavier 
duty shredding machine suitable for office use. 


Sales and Service in all principal cities in U. $. and Canada 


For More Information Circle No. 186 


Tue Orrice—June, 1957 


19 





thought through her job; discussed it 
with others; written it out; and lived 
by what she has written. 

A secretary’s job manual should con- 
tain the how of the job—all the informa- 
tion that will insure uniformity of each 
routine the secretary’s 
absence be due to 


reasons or 


chore in ab- 
the 


illness, 


sence, whether 


vacation, personal 
Routine chores should be so 


written that the chore and the instruc- 


promotion. 


tions can be packaged and turned over 
to someone else when the secretary is 
overloaded with more important work. 

Each set of instructions should con- 
tain an explanation of why the work is 
done; what is done and where it goes 
once it is done; where the information, 
materials and supplies are procured; 
who the work or its ulti- 
Probably the first thing 


is done for, 
mate end use. 


that should be written is a location index 
to supplies. 

Describe the technique that gives your 
letters that dressed-up, high-style look. 
Uniformity is as important to the ap- 
pearance of letters as fit is to a dress. 
Indicate the letterheads and envelopes 
to be used; whether block, semi-block 
or indented style. Also specify number 
of copies on what stock. 

If your company uses reproduction 
the bits 
of knowledge that will help make good 


equipment, collect and write 

—and corrections! 
Birthday and Christmas 

secretary’s special headache. Write out 


where the 


masters 
lists are a 


the list is maintained, 
information comes from, how to audit 
the lists, Many 
times the endless hours a secretary puts 
into this kind of work could be farmed 


how 


and who uses them. 





STOP guessing ~ 


ae eect ace na | 


START saving 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Chart sprocket-driven, maintains accurate timing. 


TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 


ink. No maintenance. Thousands in use in large and 


small plants. 


Now get complete, accurate, documented production 
operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 


data on any machine, process, 


Write fi 


Brochure a! ig 
list of users 


ey 


657 BROADWAY 


Division of HEAT-TIMER CORPORATION New York 12, MA ; 


For More Information Circle No. 314 
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Oxford PENDAFLEX° 


saves time 


and space at GRUMMAN AIRCRAFT 


Purchase Order filing at Grumman Air- 
craft had grown until more than 200,000 
manila folders were crowded in 550 filing 
cabinet drawers, averaging 400 folders to 
the drawer. 


But the obvious answer, 
cabinets,” 


“buy more filing 
was not the right answer. 


More cabinets would not eliminate basic 
filing troubles inherent in the conventional 
folders of the conventional system. 


D. Waldner Company, the local Pendaflex 
distributor installed the new Oxford 
Pendaflex Middle Digit system, with these 
gratifying results: 


No additional filing cabinets needed, either 
now or in the forseeable future. 


Equal and ample working space is now a 
permanent feature in every drawer. 


Note the ‘“‘key- 
board” level of the 
Pendaflex hanging 
folder tabs, assur- 
ing fast, accurate 
filing. 


aL eo) a 


aia: cl i, 


Frequent redistribution of folders to re- 
activate emptied drawers was eliminated. 


Total floor space required was reduced 
from 1250 to 1150 square feet. 

Filing activity, which previously was con- 
centrated in the few cabinets holding the 
most recently issued series of numbers, is 
now dispersed equally among all cabinets. 
Wm. N. Robertson, Manager of Procure- 
ment for Grumman, writes ““We have 
gained space, speed and accuracy. Oxford 
Pendaflex has exceeded the claims in your 
proposal.” 

Oxford Pendaflex Middle Digit is one of 
the NEW Oxford filing methods that have 
broken a 30-year inertia in filing progress. 
These new methods use modern Oxford 
Pendaflex hanging folders and will 
improve any filing department operation 
large or small. 


You’ll be interested in read- 
ing filing case-histories that 
may help with your filing 
problem. Fill in and mail 
the coupon today. 


i I 
‘ Oxford Filing Supply Co., Inc. j 
| Clinton Road, Garden City, N. Y. 


OXFORD FILING SUPPLY CO., INC. 
Garden City St. Louis Chicago Los Angeles 


For More Information Circle No. 165 
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* Collates and nests 

enclosures; opens and stuffs, 

counts, seals and stacks 6,000 

/ envelopes per hour! An optional 
postage meter machine provides 
simultaneously preferred metered 
mail postage — first or third class; 
or alternative postage. Handles up to 
four enclosures; accessory equipment 
for special requirements. Backed 

by Pitney-Bowes famed postage meter 
service, coast-to-coast! 
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new Pitney- Bowes 
Mail Inserting Machine 


e THIS NEW Pitney-Bowes Model 3100 
Mail Inserting Machine gathers, nests 
and stuffs in envelopes as many as four 
assorted enclosures...closes, seals and 
counts the envelopes at speeds up to 
6,000 an hour. With a single operator, 
it has a capacity equal to eight 
experienced workers! 

e The “3100” does away with costly, 
tiresome stuffing by hand...stops the 
diversion of office people from their 
regular tasks, reduces costly overtime, 
and hiring extra temporary workers... 
permits the accurate scheduling of 
mailings, and far wider use of the mails 
to promote your product or service. 

e Users report savings up to $7.00 per 
thousand pieces! Even when used only 
occasionally, the “3100” shows very 
substantial savings. 

e Fastest inserting machine made, it is 
also the most accurate, automatically 


Pitney- Bowes 


Originators of the postage meter. 
Leading makers of mailing machines. 102 
branch offices, with service coast-to-coast in 
U.S. and Canada. 


detects errors before envelopes are 
filled. Highly dependable. User-tested 
for five years. Some machines have 
accurately processed more than 15 
million mailings! 

© The “3100” can be easily set for any 
job in a few minutes—all controls are at 
the operator’s fingertips. Its trouble-free 
friction feed handles the widest range 
of sizes in envelopes and enclosures, 
including billings and bulletins, checks 
and tabulating cards, and direct mail 
advertising of all kinds. 

e@ The “3100” is saving time and money 
for hundreds of companies. Even if you 
have only one major mailing a quarter, 
you should still investigate the “3100”. 
For a demonstration, call the nearest 
Pitney-Bowes office, or send coupon 
for free literature and “case studies” 
of actual savings. 


PITNEY-BowEs, INC. i 
3450 Crosby Street, . | 
Stamford, Conn. 1 


Send illustrated booklet on the | 
Model 3100 Mail Inserting Machine I 


Name H 
Address 


I 
EATS TEESE LLL 








For More Information Circle No. 287 
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NOW pun 


LARGE SOLIDS = 
ON TISSUE - 
OR COATED. 


Fntnoducing an “ 
Rubber Ejector Rollers* 


WHAT IS IT? 


s o set of two steel rollers with synthetic rubber protruding one-eighth 
of an inch out of lock-tite groove. Rubbers ore interchangeable and lost 
tor months of continuous use It tokes just three minutes to install in place of 
present oll steel ejectors 


WHAT DOES tT DOT 


# prevents paper from sticking to blanket becouse of lorge solids ond ink 
tockiness Holds paper firmly against impression cylinder, Guarantees posi- 
hve grip and ejection. Helps prevent tail-end of stock from wrinkling. Tissue 
problems ore over Delivers finished print job out of press flat ond stroight 
No twisting or buckling. An excellent remedy for the twisting of stock when 
entering scoring and perforating attachment 


Sold with o 10 doy money bock guarontee 


Model 1200-1250-1275 


For oll Muitiliths ond A.B. Dick 350 Onlu14* 


Complete set—extra rubbers 25¢ each 
Model 2066—$24 95 


Rubber Ejector Roller Company 
46 Mortimer Ave., Babylon, N. Y. 


For More Information Circle No. 339 
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CHOICE OF AMERICA’S TOP 
CORPORATIONS FOR KEY CONTROL 


Put system into key handling with Telkee. Well- 
conceived systems are a must with top corporotions 


today, and their first choice is Telkee 


WHAT IS TELKEE 
Telkee is a sensible, easy-to-use system for keeping 
track of 100’s or 1000's of keys. Because of three-way 
indexing, absolute contro! of every key and duplicate 
is gucranteed. Telkee saves time and money because 


it is the automatic key contro! system 


GET FULL FACTS NOW 
Study the story of Telkee and see how it will solve 
your key problems. Obtain full facts today without 
obligation. 


For free booklet, write to Dept. Q-67 


The MOORE K®Y CONTROL® Systems 
P. O. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION. GLEN RIDDLE. PA 


For More Information Circle No. 340 








out if detailed instructions were available 
for others to follow. 
Write up the 


jobs that are done only once in a while 


instructions covering 
You'll be surprised how much time you 
will save by not having to think them 
through every time. 

If you have tricky forms to fill in, de- 
cide how you want the finished product 
to look. Write the instructions: starting 
point on typewriter scale; tabulator 
stops; upper or lower case; spaces and 
punctuation; where to get the informa- 
tion. 

Hours writing reports can be elimi- 
nated if the format, once worked out, 
is made a part of the manual. Indicate 
the tabulator stops. If you use a justify 
ing typewriter, indicate the spacing. 

One of the most importunt procedures 
in a seeretary’s office—and one that is 
seldom written—is the filing system. Sys- 
tem continuity in the records of a pri- 
vate office is the exception rather than 
the rule because no filing instructions 
are written. When secretaries change, so 
do the files. Even if a girl stays on the 
job 20 years, she keeps changing her 
mind as to the type of material that 
filed 


Change your mind 


should be under a single word. 


often—but write it 
down. Date the changes. 
Instructions for a filing system should 


include each main 


subject or file used in the office: name 


information about 
or subject; arrangement: alphabetical, 
numerical, chronological; contents; pur- 
pose of keeping the file (evaluation) ; 
duplicate or original file; other perti- 
nent information about the record; re- 
tention schedule. 

If you don’t have full information, 
write out what you have and fill in the 
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New Hamilton portfolio 


of letterheads and business forms 


There’s a wealth of ideas for you in this stimulat- 
ing portfolio. You'll find distinguished letterhead 
designs galore—designs which might be the key to 
exactly the right one for you. There are many 
business forms, too, illustrating how one design 
can follow through on virtually every piece of pa- 
per which carries your name to your customers. 
This is a practical portfolio that belongs in the 
active file of every user of offset duplicating ma- 
chines. Ask your Hamilton Business Papers dis- 
tributor for your free copy, or write us. 


HAMILTON PAPER COMPANY 
MIQUON, PA. 


Offices in New York, Chicago, Los Angeles 


Distributed by leading merchants in all principal cities 





For More Information Circle No. 176 
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balance when you get it. you can attack it only when you see 
A few words of caution when writing weeks of free time ahead of you. 

procedures. Don’t keep everything in Sometimes you have to have the over- 
draft form, striving for that high point all picture—the before-and-after steps— 
of expressive writing. Finish each job, before you can do an intelligent job on 
write it up and make it a part of your the reason for your part in the pro- 
manual. (You can always rewrite.) cedure. This means you have to contact 
Otherwise, you end up with a lot of others—either to find out what they 
good intentions in the bottom drawer, do with a form before you get it, or 
and the job becomes so colossal that after you send it to them. 


After you have 


Swifty, thrifty "= 


still be confused. 


Then draw flow 
numbering 2." 
partments hori- 
machine zontally across the 
page. In columns 
Handles most every of- | below, diagram 
fice numbering job your form, show 
quickly, inexpensively. | number of copies 
Automatic — consecu- — and the flow from 
tive, duplicate, repeat; department to de- 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
. extra cost. 


partment. Under 
the form dia- 
rrams, write what 
happens in each de- 
partment. You'll 
i be surprised how 
binations, all at 
one low price! 


ee 
_ sense. 


quickly the whole 
complicated thing 
begins to make 


—_ 


sion 
Facsimile ' impres Many secretar- 


345678 | \ ies hesitate to 


write out detailed 


& C0. incorporated instructions tor 
the efficient per- 

216 Nichols Ave formance of their 
Brooklyn 8, N.Y own job, prefer- 
ring to keep the 


NEW YORK « CHICAGO « SAN FRANCISCO « MONTREAL knowledge in their 


For More Information Circle No. 346 
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« Why does the Dictaphone” Time-Master 
far outsell all other dictating machines? 


A Because of the exclusive Dictabelt*record. 


DICTABELT advantages you get in 
no other dictation record: 

1. Dictation is recorded visibly— 
so you always know your place at 
a glance. 

2. Dictation is permanent— 
DICTABELTS can’t be erased or 
changed—valuable dictation is safe. 


3. You mail or file pictasetts like 


ordinary letters— because they’re 
feather light, flexible, the size of a 
postcard. 


4. DICTABELTS are the most eco- 
nomical of all dictating media. 


5. Dictaphone’s unmatched serv- 
ice is famous the world over. 


For proof, contact your local 


Dictaphone office. 


DICTAPHON CORPORATION 


420 Lexington Ave., New York 17, N. Y. 


For More Information Circle No. 157 
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You can fill all your 
multiple mailing needs with 


the Dennison Line 
of Addressing Labels 


SHEETS 


The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (2'%.— x 
1”) on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, blue, buff, 
salmon, canary, cherry, green. 
In 25 sheet or ream packages. 


eeeeesr eee eevee eee eeerreeeeeeeeeeeereeeeeeeeeeeeeeneeeeeaee 


4-PART SNAP-APART CARBON SETS 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels 9! lined up until 
snapped apart. 33 labels (2! %e@ 
x '%«") on a sheet. White only. 


eeeeereereeereereereeeaeereeeeeereeeeeereereeeereeeereeeeeeeeeeeee 


ROLLS 


Dennison Addressing Labels come in 

continuous rolls of 1000 couponed 

labels, 3x 1” or 3x 1%", ina dispensing 

box. Accurate spacing allows labels to be 

Ain with a minimum of adjustment. 
hite only. 


seer ewe eee eereeeraneeeaeeraeee 


@eereeeereen ee eeeeeeeesneeeee com 


Dennison quality labels plus 

special Dennison gumming Framingham, Mass- 
insure satisfaction. ‘ 

Order Dennison Addressing 

Labels from Your Stationer. 


. 
. 
. 
. 
. 
+ 
. 
. 
. 
. 
. 
+ 
. 
. 
. 
. 
7 
. 
. 
. 
. 
. 
. 
. 
* 
. 
7 
. 
. 
. 
. 
. 
. 
° 
. 
. 
> 
. 
” 
. 
. 
. 
. 
° 
. 
. 
. 
. 
. 
+ 
. 
. 
. 
. 
. 
. 
. 
7 
. 
. 
* 
- 
. 
. 
* 





¥ 
For More Information Circle No. 188 





Tue Orrice—June, 1957 





heads. The reasons for not writing job 
knowledge may vary from fear that 
one is making it easy for someone 
else to know as much as they do, to 
the assertion that the job does not re- 
quire written procedures. 

Such negative reasoning is 


sighted. The secretary may be by-passed 


short- 


when promotions are in order if replac- 
ing will be difficult. All work must be 


done by the secretary herself. When she 
is rushed beyond her capacity, work 
cannot be delegated to others because 
the work must be done only where across- 
the-desk communication is possible. Lack 
of written job knowledge keeps the sec- 
that she 
loses sight of the overall secretarial job 


retary so involved in details 
and the possibilities for her advance- 


ment and self-expression. 





Shut out 
interfering 
office noise — 


—eliminate disturbances created by 
loud telephone talkers and _inter- 
desk interference in general offices 
—confine phone conversation to 
make it confidential and free of 
error. The new Burgess - Manning 
General Utility Acoustical Enclosure 
actually puts you in an “Isle-of- 
Quiet” in the noisiest office. Same 
high quality sound absorbing ma- 
terial used as in the famous B/M 
“Hear-Here” Acousti-Booth. All-steel 
construction and beautifully finished 
in silver-gray hammerloid. 








Bulletin A-143 





Architectural Products Division of 
BURGESS-MANNING COMPANY 


5990 Northwest Highway, Chicago 31, Illinois 


Se * 4 
sis 


Manufacturers of: 
3-Way Functional Ceilings and Acousti-Booths for Telephoning 





For More Information Circle No. 330 
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It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean Carbon sheet. 500 sets to a box. 


LETTEREX 


1640 CONN. AVE., N.W., WASH. 9, D.C. 


rmation Circle No. 279 
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For More Info 


All you need is a little pull 


Licall 


Want to keep things to- 
gether—letters, documents, 
canceled checks—any pa- 
pers? All you need is a 
Schlegel Pull Fastener. 

A pull fastener is a narrow band of 
strong cloth looped through a tiny 
metal ring. Slip whatever you want to 
keep together through the loop, pull 
one of the loop ends, and the noose 
slips tight. It never loses its firm grip 
till you pull the other end. 

You will like pull fasteners when you 
see how well they work, how you can 
use them again and again. 

Order some from your stationer or 
write us direct for a sample, prices, and 
a list of the 14 sizes. 


Ale ef Rochester 7, N. Y. 
€ g Oakville, Ont., Can, 
MANUFACTURING compan 
Industrial Textiles Since 1885 
For More Information Circle No. 280 
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DICTIONARY OF AMERICAN-ENGLISH USAGE by 
Margaret Nicholson. Oxford University Press, 
114 Fifth Ave., New York 11, 671 pp., $5. 


An 


ence 


authoritative, time-saving refer- 
to and lan- 
guage and usage. AEU is an adaptation 
of the classic ‘‘Modern English Usage’’ 


guide proper precise 


by Fowler, but contains many new words 
and articles, American variations of spell- 
ing, usage and pronunciation, and a more 
readily understandable treatment of cor- 
rect and incorrect examples. A volume 
worth having for immediate desk refer- 
ence. 


THE DYNAMICS OF CAPITALISM by Julius T. 
Wendzel. Harper & Bros., 49 East 33rd St., 
New York 16, 187 pp., $3.50. 


The 
titudes 


author outlines changes in at- 
and policies he believes necessary 
if the American economic system is to 
deliver the total product and standard of 
living of which it is inherently capable. 
He redevelopment of 
financial institutions per 
taining to private and public credit as a 
for achieving harmonious ex- 
and avoiding the extremes of 
Dr. Wendzel 
economic program director, W. E. Upjohn 
Institute for Community Research, Kala- 
Mich. 


sees coordinated 


policies and 
necessity 
pansion 

and is 


boom depression. 


maZzoo, 


TAX PLANNING UNDER THE NEW 
TIONS. Journal of Taxation, 147 
St., New York 22, 194 pp., $4.95. 


RECGULA- 
East 50th 


This book consists of 14 chapters, each 


by a separate author on a different tax 
question of current importance, based on 
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BLUE RIBBON MILL-CUT PAPERS 





no other duplicator paper offers you 


so many important advantages 


by the makers of famous TRIAD brand papers 


An ideal utility paper, high in quality yet economically priced. With BLUE 
RIBBON, a new era of paper perfection has been launched — for BLUE 
RIBBON proves itself with every sheet on every assignment — from bulletins 
and booklets to letters and office forms. BLUE RIBBON comes by its pedigree 
naturally for it has been developed by Triad to splice happily the highest 
standards with lower budgets. Mill-cut for uniformity, full-bodied, quick- 
drying, easy-feeding BLUE RIBBON papers have the very features you have 
learned to expect only of costly papers. Write for FREE samples. 


@ MIMEOGRAPH @ Bono @ spirit @ OFFSET 
16, 20 & 24 Ib. sub- 16 & 20 Ib. substance DUPLICATOR DUPLICATOR 
stance—white. 6 colors — white and 6 colors. 16 & 20 Ib. substance 16 & 20 Ib. substance. 
in 20 Ib. sub. only Buff, Blue, Canary, — white. 5 colors in 20 White only. 

, _ Blue, Canary, Pink, Goldenrod, Green, Ib. sub., Blue, Canary, 
Pink, Goldenrod, Green Green, Pink, Buff. 


GROVETON PAPERS CO. 


GROVETON, NEW HAMPSHIRE 


For More Information Circle No. 181 





papers written for the 3rd Annual In- 
stitute on Taxation held by the Texas 
Society of CPAs and the University of 
Houston. The chapters have been re- 
viewed and brought up to date’ by the 
authors just before going to press. 
BUSINESS REPORTS, INVESTIGATION AND 
PRESENTATION by Chester Reed Anderson, 
Alta Gwinn Saunders & Francis William Weeks. 


McGraw Hill Book Co., 330 West 42nd St., 
New York 36, 407 pp., $6. 


This text on report writing in business 
covers the technique of planning, collect- 
ing data, organizing and presenting a 


/ 


PITNEY-BOWES 
MAILOPENER 


PITNEY-BOWES, INC. 
3464 Walnut Street, Stamford, Conn. 


... originators of the postage meter... 
offices in 102 cittes in U.S. and Canada 


report in final form. The first half con- 
sists of eight chapters on essential prin- 
ciples of report writing; the second half 
concerns the complete formal report. In- 
dexed, with examples and a series of re- 
port writing problems. 


MANAGEMENT PLANNING AND CONTROL: THE 
H. J. HEINZ APPROACH, Controllership 
Foundation, 2 Park Ave., New York 16, 113 
pp., $3. 

Management planning and control, ob- 
jectives, organization and methods of the 

H. J. Heinz Co. are detailed in this 


¢ A MailOpener starts work in 
any office earlier. By getting the mail 
opened faster, distributed sooner ! 
And can save much of the time now 
wasted—just waiting. Mounts up in 
a year! 

¢ A girl with a MailOpener is much 
more efficient than with an old-style 
dagger-type letter opener. It swiftly, 
safely snips a hairline edge off enve- 
lopes as fast as they can be fed. 
Opens any envelope, whatever its size, 
thickness or stock. Neat, quiet, effi- 
cient. Girls just love it! Comes in 
three hand or electric models. 

¢ Free trial: The nearest Pitney- 
Bowes office will deliver a MailOpener 
to your office for a free trial. Phone 
them right away. Or write for free 
illustrated booklet. 


FREE: Send for handy desk or wall chart of Postal 
Rates, with parcel post map and zone finder. 


For More Information Circle No. 270 
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case study which tells how the various 
budgets are originated, approved and in- 
tegrated into an annual profit plan. The 
latter subsequently becomes the base 
against which operations are measured 
for accomplishment. 


SATISFYING THE SALARIED EMPLOYEE. Na- 
tional Assn. of Manufacturers, 2 East 48th 
St., New York 17, 64 pp., 50 cents. 
Predicting that white-collar, salaried 

employees will continue to outnumber 
blue-collar, wage-earning production 
workers as the atomic age develops, man- 
agement is stepping up its efforts to 
make sure that white-collar morale and 
job satisfaction keep pace with the 
growth of this group. This manual de- 
scribes how to build better relations with 
all categories of white-collar people. 


A SHORT DICTIONARY OF MATHEMATICS by 
C. H. McDowell, Philosophical Library, 15 
East 40th St., New York 16, 76 pp., $2.75. 
A handy little book which briefly and 

simply explains common terms, signs and 

diagrams used in arithmetic, algebra, 
geometry and trigonometry. 


PLANNING AHEAD FOR PAPERWORK CONTROL. 
National Records Management Council, 555 
Fifth Ave., New York 17, 65 pp., $2. 

A summary of the proceedings of the 
3rd Annual Conference on Records Man- 
agement at New York University’s Grad- 
uate School of Business Administration. 
It points out how our technological de- 
velopments have advanced faster than 
our ability to find practical applications 
for them, and office mechanization is in- 
ereasing our paperwork and clerical costs. 








TRY 


Controlled 


ERASING 


THE SAVINGS WILL 
SURPRISE YOU! 








WHAT THEYRE LIKE — WHAT THEY DO 


GRAYPOINT “Balanced” pencil size, wood case, thin, 
hexagonal shape. Sharpen with knife or pencil sharp- 
ener. Core of fine gray rubber cleanly erases ink, busi- 
ness machine writing, typing—sentences, words and even 


single letters and figures. 


NO. 3650 GRAYPOINT, WITH WHISK BRUSH 
NO. 365 ““RAYPOINT, WITHOUT BRUSH 


Waldon Robes 
Enanads 


Correct Mistakes in Any Language 


365 Sixth Avenue 





These correct Weldon 
Roberts Hrasers— 
“balanced” shapes in 
best-suited textures for 
specific uses. 

Cost least — count for 
most — 

in terms of easiest han- 
dling, cleanest, quickest 
erasing, biggest savings 
in time, paper, typists’ 
nerves. 


JET ERASERS > 
Cylindrical stick erasers in 
attractive, transparent plastic 
holders. Not mechanical gad- 
gets! Holder tip unscrews so 
eraser stick can be moved 
outward. 





NO. 838 JET, 
FOR BALL POINT ERASING 
Core of quality green rubber 
erases all writing of ball point 
pens and pencils 
NO. 825 JET, 
FOR PENCIL ERASING 
Core of fine red rubber 
NO. 827 JET, FOR 


ERASING TYPEWRITING 
@ gray rubber 


Core of fin 
POCKET CLIP AND WHISK BRUSH STYLES 


n each texture 
REFILLS, OF COURSE 
Ask Your Stationer Today for 
Weldon Roberts Erasers 


Made by the World’s Foremost Eraser Specialists 


WELDON ROBERTS RUBBER CO. 
Newerk 7, N. J. 


For More Information Circle No. 271 
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9 - Station-Model 90 
(Aveileble 6 and 12 stotion) 


24.000 SHEETS PER HOUR - COLLATED! - jJOGGED! 
COUNTED! - STAPLED! - STACKED! AUTOMATICALLY! 


10 TIMES FASTER THAN HAND 
AUTOMATIC — Sheets are collated, jog- 
ged, counted, eiiied aad anhes ae COLLATING 


eration. 4 TIMES FASTER THAN MECHANICAL 
PRODUCTIVE — 25,920 sheets per hr. 


(12 bin model.) OR ELECTRICAL COLLATORS 


SIMPLE TO OPERATE — Absolutely true. For years, the collating industry has 
No critical adjustments. Set-up time a 


matter of seconds. been aware of the tremendous pent-up 

INEXPENSIVE — Thousands of dollars demand for a collator with the follow- 

less than other automatic collators. ing 4 requirements: 

Manufacturers also of Electric Collators AUTOMATIC ... PRODUCTIVE... 

Sor eety Gein seeeieement. SIMPLE TO OPERATE . . . INEXPENSIVE 

THE GOLDEN AUTOMATIC To date, this demand has gone unsat- 
isfied. Collating equipment available has 
oe See Was © sey ene he been either too expensive, too temper- 
new GOLDEN AUTOMATIC in oper- 
ation. mental, too limited, or too complicated 
to operate. 

At last, COLLAMATIC is proud to an- 
nounce that all these ‘never-before-com- 
secseuscenccccccccccvecccceeecesaccssecse | bined’ features are available in one col- 

For More Information Circle No. 206 lator - THE ALL NEW - FEATURE-LOADED 
GOLDEN AUTOMATIC! 











Please forward descriptive literature. 


Street 





©, oLia MATIC COLLAMATIC CORPORATION 
Ce 109-6 State Highway 23, Wayne, N. J. 





© 1957 Collamatic Corp. 






































Clee! yourself against 


Let the sturdiness and durability of steel end your storage prob- 
lems. York STEEL Transfer files provide orderly and economical 
record storage ... are built to last a life time. No more continual 
replacement of torn, crumbled cardboard containers stacked on 
shelves, no more exposure of valuable records to the ravages of time. 

York STEEL Transfer files stack ceiling high ... lock together. . 
and save up to 50% in space. At York’s low prices, steel files often 
cost the same or less than cardboard containers and shelving! .. . 
plus eliminating continual replacement of files and unnecessary re- 
handling of records. 

Standard sizes for popular records . . . including time and tab 
cards ... are available for immediate delivery. Let York Transfer 
files steel you against storage problems. Write today for catalogue 
and prices. 


with ZY transfer files 


 celieealieaetianestieetianetianatndadiendtiendieanedadantaanaaetiemtaeatantanaannanan 


YORK SAFE & LOCK ; N-462-DI 
910 Mulberry Rd., S.E., Canton 2, Ohio 


Please send complete information about York Steel Transfer Files 
and the economies they provide. 

Firm 

Individual 


Street 


City— 


For More Information Circle No. 205 
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Nobody 
wants 

this kind of. 
Profit 
Sharing 
afl 


Each year, thousands of American 
businesses suffer from raids on 
their company bank accounts. 
Part of the annual $500,000,000 
loss from check fraud is caused by 
trusted employees working from 
within. And, in almost every case, 
the staggering losses could have 
been prevented by careful, system- 
atic disbursement controls. 
Based on 57 years’ experience 
in check control methods, The 


Todd Company has prepared a 
booklet outlining 44 ways to pro- 
tect your company’s bank account. 
It points out dangers to your com- 
pany funds and effective ways of 
dealing with them. 

Write us on your letterhead for 
free, valuable booklet “Disburse- 
ments—their use and misuse” 
which describes 44 ways to pro- 
tect your company’s bank account. 
WRITE NOW. 


THE TODD COMPANY, INC. 
Subsidiary cf BURROUGHS CORPORATION 
ROCHESTER 3, NEW YORK 
SALES OFFICES IN PRINCIPAL CITIES 
For More Information Circle No. 190 
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"Simple? Even the 
Chairman of the board 
runs tt/’ 


A Marchant is the easiest of all calcu- 
lators to run. The controls are con- 
veniently grouped in a compact area 
—hand travel is at a minimum. And in 
many problems a Marchant requires 
fewer steps to the answer. 


The Marchant has other important 
advantages, too. Its quiet speed is one 
--up to twice that of any other calcu- 
lator. Trouble-free dependability is 
another—hand in hand with time and 
money saved. And the Marchant gives 
you continuous proof —a straight-line, 
true-figure dial check of every number 
entered during a calculation. 


What do those advantages add up 
to? To your assurance of the utmost 
accuracy in your figurework, and to 
a more efficient, more profitable op- 
eration of your business. 


MARCHANT 
CALCULATORS 


INC. 
OAKLAND 8, CALIFORNIA 


HIGH SPEED AUTOMATIC 
MARCHANT FIGUREMATIC 


Modern Management Counts on Marchant 


For More Information Circle No. 173 
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When 


looks 
really 


count 
(and when don’t they?) 


you'll be so glad the letter 


was tybed with a 
NYLON+AF ribbon 


BE OUR GUEST. We want your secretary 
to try a Nylon + AF ribbon — with our com- 
pliments. She will find that the strength of the 
nylon makes this ribbon outlast all others — 
and the controlled re-inking properties of the 
special AF fibers give her beautiful copy 
every time. Just have her write us on your 
business stationery, listing the make and 
model of typewriter she uses. Old Town 
Corporation, Department 96,750 Pacific 
Street, Brooklyn 38, New York. 


: i ie ’ ~~ 
0 Town) World's foremost maker of inked ribbons, carbons, 
duplicators, duplicating supplies. 


For More Information Circle No. 207 
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your company is judged 
_ by the office you keep! 








Across America, Cole Steel Equipment has 
been chosen to convey the ¢haracter of famous 
corporations, important small businesses and 
thousands of distinguished professional offices. 
9 1 for Through functional design, Cole Steel furniture 
send fo “ie i 
increases efficiency. and adds dignity to the 


our latest catalog office you keep. Create a “new look” with Cole. 


Cole Stee! Equipment Co., Inc. + 415 Madison Ave., New York 17, N.Y. «Canada: 329 Dufferin St., Toronto, Ont. COLE-STEEL: 





the only 
low priced 


FULLY 
AUTOMATIC 
ELECTRIC 
STAPLER 

by 
BATES 


six outstanding features: 
" continual operation completely automatic—operates at touch of the 
the big MODEL“c” paper. The hand doesn’t have to touch the machine. 
eer oh a aa standard staples—holds 210 standard staples— 

: does not require expensive special staples. 


And for steady 


“Shoots” 5000 
Staples pero ally stapler easily removable — uses standard Bates “56”. 
Fastens 0.10.28 Stapler not integral part of electric unit, 
30 sheets Single + means continuous, dependable service. 
double stapler heads 5 pioneer depth gauge — staples go where you want. 
soft rubber base —prevents slipping, marring desk. 
safety-matic — Current cuts off during loading. 
All moving parts covered. 
Really safe—no chance of finger injury. 


Write for further information to Dept. 60. 


aie - 7.0 -S~ Melicraclali-ameey 


Orange, New Jersey 
New York Office, 30 Vesey Street, New York 7 


For More Information Circle No. 243 
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You can 
cut costs in your 
order-processing 
operation! 





How to streamline 

your shipment addressing 

for speed and economy =~ 

4° New booklet shows how 
“integrated shipment addressing" 
speeds shipments, eliminates 

errors and saves clerical time. 
Send for your copy! 


Featuring | 7 System ideas 


noon baling used by feading Companies in every industry 
DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
NEW BOOKLET TELLS: dramatic savings in clerical time 

e How to evaluate the efficiency of and effort. Regardless of your 

your shipment addressing operation paperwork procedure, or office 
"cama for addressing equipment used, you can enjoy the 
© The latent Gilect-to-seltea benefits of integrated shipment 

stenciling systems addressing. 


@ The key to a better shipping 
operation 


e integrated shipment addressing, 
the newest trend in office systems 


stats Your free copy ts waiting 
| Send for tt today! 


WEBER MARKING SYSTEMS, Dept. 3-F 
Mount Prospect, Illinois 


Please mail me a copy of ‘“‘How to streamline your ship- 
ment addressing for speed and economy.” 





WEBER MARKING SYSTEMS 
Division of Weber Addressing Machine Co., Inc. 
Mount Prospect, Illinois 


SALES AND SERVICE IN ALL PRINCIPAL CITIES 


City 
For More Information Circle No. 208 
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ERE OSG EN 


MANUFACTURER OF BUSINE 


42 


| 


‘Her world’s on a string 
when @ Clary’s on her desk! 


A new Clary Adding Machine sends a 
girl’s morale and enthusiasm soaring. 
The upsurge in her work output tells you 
she appreciates your giving her the best. 
Clarys have everything... will do 
everything. People in 160,000 offices will 
vouch for this. Call your Clary dealer or 
Factory Branch Office for a demonstration. 
Choose 10-key or full key in 5 Clary colors. 
Look in your yellow pages today! 


BUSINESS 
MACHINES 
DIVISION 
Clary Corporation, 
San Gabriel, 
California 


Se a ee ee as | 


S MACHINES, ELECTRON! ATA-HANDLING EQUIPMENT, AIRCRAFT AND MISSILE COMPONENTS 


For More Information Circle No. 169 
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DAWID Bi 
DIRECT IMAGE 


repel fingerprints 
because of 
selec ciie« 
G42 asiliwnsiy 


~ -»» what is selective sensitivity? 
It’s the amazing ane of Davidson Paper Masters that attracts 
images formed by typing and drawing, while repelling fingerprints 
caused by surface contact! Result: sharp, clean reproduction. 
Davidson Direct Image Paper Masters are the finest at any price. 
Compare these 8 big advantages and you'll understand why: 


e Consistently uniform quality e Far greater strength 
e Remarkable dimensional e Stay flat 
stability e Easy to make corrections 
e Exceptionally brilliant copies ¢ Ideal for preprinted 
e No special plate etch needed images 


2 Medium Run Paper Masters 
mm Excellent for systems work, medium and short runs of 
duplicating and preprinted forms. 


3 Long Run Paper Masters 
Have heavier base stock and coating. Ideal for long-run 
duplicating, preprinted forms and long-run jobs. 


4 DeLuxe Paper Masters 
. Have strong base stock and additional coatings. Suitable 
for reproducing drawing, ruling, reruns or long runs. 


3A 7 

Write for a demonstration. DAVIDSON CORPORATION 
You'll be amazed at the spark- Spy amie a 
ling, smudge-free reproduction! 


Distributors in all principal cities and Conado 


nnn ee 


- Text set in Linotype @ Headings in ProType 





For More Information Circle No. 184 
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Do you need single item slips? 








© UNIT MEDIA TICKETS? 
© POSTING TICKETS? 
© JOB TIME TICKETS? 
© ORDER PICKING SLIPS? 
© PARTIAL INVOICES? 
© BACK-ORDER RECORDS? 
© SHIPPING LABELS? 


All of these have one common problem for the systems engineer 
—how to break down lists automatically into single tickets, each with 
selected information, but all with certain constant data. 

If you have such a systems problem, find out about the Ormig 
Selective Data Printers, the world’s only machines that select, elim- 
inate, condense or shift lines, columns and headings from one master 
without masks, blockouts, strip masters or shingled forms. Lines can 
be selected out of sequence. 


SELECTIVE DATA PRINTERS 


COPY-CRAFT inc. 105 cuamsers STREET, NEW YORK 7, N. Y. « BArclay 7-4150 


CARBON PAPER AND RIBBONS + DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES AND GUPPLIES 


For More Information Circle No. 219 
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DIV-I-DEX 


THE ANSWER TO YOUR SOSs* 


With a DIV-I-DEX installation, there 
is no added expense — no new equip- 
ment — no special folders. The file 
drawer is divided into six flexible com- 
partments. Folders cannot slump — in- 
dex tabs are plainly visible, saving time, 
space and money. There is never any 
‘overcrowding with the DIV-I-DEX 
“drop in” system of filing. When a 
section is filled to capacity, folders and 
guides of the overcrowded space are 
transferred to another cell, relieving con- 
gestion and providing greater accessi- 
bility to wanted data. DIV-I-DEX gives 
you four times the capacity over bulky, 
space consuming hanging folders at 4 
the cost. 


At your stationer or write for circular * SAVE OUR SYSTEM 


CEL-U-DEX CORPORATION 


NEW WINDSOR, N. Y. 


For More Information Circle No. 209 
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Discerning secretaries everywhere—whether they're 
typing for the company president or Poseidon— 
want the impression they create to be the correct 
one! That’s why so many of them look to Columbia 
ribbons and carbons for that something extra that 
puts their office correspondence in a class by itself! 

Columbia Ribbon and Carbon Manufacturing 
Co., Inc., Glen Cove, New York. 


RIBBONS & CARBONS 


CLASSIC « SILK GAUZE * MARATHON *© COMMANDER 
PINNACLE ° RAINBOW ° DH&D ° TITAN 


For More Information Circle No. 171 
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The basic unit 
in your 


PHULRO)SAFAHALGMO)RELG(s 


So unique in its field is the fully automatic Friden 
Calculator that it is called The Thinking Machine 
Of American Business. The reason is: Exclusive 
features enable the Friden to perform more steps in 
figure-work without operator decisions than any 
other calculating machine ever developed! 


At the heart of automatic figure-work in the ° 

modern office is the Friden Calculator... indis- 

pensable equipment for every kind and size of 

business... the essential programmer in many 

IDP systems. It delivers near instantaneous 

answers at the touch of a key... takes over brings you an automatic office 
everyday statistical work for payroll, invoicing, Ceisindiiel Donniein Gomnenitian 
inventory, sales analysis, all figuring. Easily op- Rochester, N.Y., Subsidiary 


erated. Many models, sizes, prices. Invite in the — ©Friden Calculating Machine Co., Inc., San Leandro, Calif. 
Friden Man to show you! — sales, instruction, service throughout U.S. and world. 


For More Information Circle No. 196 
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electrically! 


NEW, ELECTRIC " Swingline: 66 "wie 


DRASTICALLY CUT LABOR AND STAPLE COSTS! 


Think of the savings in labor and time your office 
can gain with electric stapling! “SWINGLINE 66” 
staples up to 40 sheets at once with just a 
Feather Touch. Heavy collating work rolls along 
smoothly, effortlessly. There’s no pounding, 
punching or jamming. Every staple holds securely, 
goes neatly in place. And SWINGLINE’s 
exclusive “open channel” loading makes it easy to 
reload up to 210 staples at once. Call your 
stationery supplier and try it in your office now. 
Let a 10-Day Free Trial convince you. 


“FEATHER 
TOUCH" 


For full information write: 


including rubber gasket at stati 8 everywhere 
5 (Foot pedal model availabie at $35.75) 
= INC. LONG ISLAND CITY 1, NEW YORK 
ia © "a 


World's Largest Manufacturers 
of Staplers for Home and Office 





*Glightly higher in the West : ¢4 OFFICE STAPLER  :Tet “SO” POCKETSTAPLER. | 27 OFFICE STAPLER 


For More Information Circle No. 194 
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Judge John C. Barbour, president, Passaic- 
Clifton National Bank & Trust Co., Passaic, 
N. J., watches Stanley C. Allyn, board chair- 
man of National Cash Register Co., post an 


their new 
machine. 


account on 


NCR Post-Tronic 
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This Temple University coed typed her Na- 

tional College Queen Contest essay on a 

Smith-Corona electric portable. Contest is 

judged on the basis of 50% for brains and 
50% for beauty. 


The exhibit of Olivetti Corp. of America, at 
the U. S. World Trade Fair, spanned 29 cen- 
turies of writing. The automatic Tetractys 
printing calculator, Lexikon 80 electric type- 
writer, Lettera 22 portable and Summa 15 
adding machine were shown against back- 
ground panels displaying prehistoric cave 
pictographs, 9th century Hittite hieroglyphics 
and manuscript illuminations of the Middle 
Ages. 





and After Motorized Filing 


All the contents of the above 
drawer files were transferred 
to the two Diebold Super 63 
Elevator file units shown at 
left, each of which has a 
capacity of over 200,000 5" 
x 3" cards and occupies only 
23 sq. ft. of floorspace. One 
of these motorized units can 
file the entire population of 
a city the size of Richmond, 
Va. File personnel remain 
seated at the units because 
file trays travel to their 
fingertips when they press 
a button. A private locker, 
for operator's convenience, 
is built into one pedestal. 
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First Automatic Mail Sorter 


The first automatic mail-sorting machine in 
the United States postal service was placed 
in operation last month at Silver Spring, Md., 
by Postmaster General Arthur E. Summerfield. 
Following several months of installation, test- 
ing and operator training, the Transorma was 
formally turned over to the Post Office De- 
partment by Walter H. Wheeler Jr., presi- 
dent, Pitney-Bowes, Inc. 

A thousand first day covers were the first 
letters to go through the machine, which 
weighs 31,000 Ibs., is about 50 ft. long, 10 ft. 
wide and 7 ft, high, with five operators, 
called Transormists, seated at individual key- 
boards on the top deck, Each operator can 
mechanically sort 3,000 letters an hour, by 
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touching symbol keys for 300 different chutes 
below, each for a different destination or 
route. A clerk by hand can sort only 1,000 
to 1,500 letters an hour for only 75 different 
destinations. 

The machine, built by Werkspoor, N.V. of 
Amsterdam, Holland, is similar to Transormas 
used in Europe. An experimental installation 
has been made in Peterborough, Canada. De- 
signed by the Marchand-Andriessen Co., of 
The Hague, it was installed, and will be 
serviced by Pitney-Bowes, Inc., which has an 
agreement with Werkspoor by which the two 
firms are cooperating in the development of 
larger and more comprehensive mail-handling 
machines. 





Facsimile Communications Network 


The interstate facsimile communications net- sidering extending the operation to other 
work of Reynolds Metals Co, provides al- parts of its nationwide organization, A typical 
ternate voice and facsimile transmission be- procedure is illustrated on these pages. The 
tween their offices in New York, Boston, forms used were developed by Moore Business 
Hartford and Newark, N. J. Reynolds is con- Forms, Inc. 


An order for alumi- 
num is written on a 
sales order form in 
a Reynolds district 
sales office. 


A district office employee puts the form on The facsimile of order is received immediately 
an Intrafax transmitter, and a facsimile is in Reynolds’ New York sales office. Now see 
flashed to New York. opposite page. 
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The order received 
in facsimile is copied 
on a Friden Flexo- 
writer which simul- 
taneously produces 
the production or- 
der, customer ac- 
knowledgement, and 
punched tape for 
automatic transmis- 
sion over the network 
to a Reynolds’ plant. 


Here the punched 
tape is being trans- 
mitted over part of 
the 12,000-mile 
private network 
leased by Western 
Union and American 
Telephone & Tele- 
graph Co. to Rey- 
nolds Metals Co. 


Below is shown Rey- 
nolds’ communica- 
tions center in their 
general sales offices 
at Louisville, Ky. 
Data received on 
punched tape is 
automatically typed 
on forms. 





Frank D. Waterman (left), president of the 

Fountain Pen & Mechanical Pencil Manufac- 

turers Assn., received the National Recognition 

Award for Distinguished Association Achieve- 

ment from John S. Coleman (right) who is 

president of the U.S. Chamber of Commerce 
and president of Burroughs Corp. 


sig A" IONAL RECOGNITION 
~ AWARD WINNERS 


inc” Sandan meee 8 


This is a lineplate made from a reproduction used by the United Northwest Real Estate Assn. 

to publicize its members’ listings. They produce 600 pictures, with description on reverse side, 

on an A. B. Dick offset duplicator at a cost of $2.70 for materials, Pictures are sent to members 

within 48 hours, compared with a week or more when photos were used. Jack Jominy, executive 
director of the association, said the duplicator will save them $50,000 this year. 
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Swissair Transport 
Company's reserva- 
tion headquarters in 
New York uses an 
eight lane Mercury 
Model MC57 con- 
veyor to carry reser- 
vation forms from 
one work station to 
another. Belts can be 
adjusted to move in 
either direction, at 
any desired speed. 


One of the typing 
classrooms in De- 
troit's new Redford 
High School addi- 
tion showing 44 R. 
C. Allen VisOmatic 
typewriters, Another 
classroom in the 
same school has 48 
new VisOmatic ma- 
chines, Detroit 
schools are using 
more than 1700 R. 
C. Allen typewriters, 
according to E, K. 
Blake, vice president, 
Blake Business Ma- 
chines, Inc., Detroit. 
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Building an Electronic Computer 


Soldering connections on one of the video 
boards used in a Datamatic electronic com- 
puter. 


A compact plug-in unit being checked before 

installation. Building-block construction prin- 

ciple allows replacing any unit which shows 
signs of fatigue. 





bE 

The packaged power units of the Datamatic 
computer are shown being soldered in their 
chassis. 





Engineers probe a Datamatic electronic data 

processing system to check the operation of 

its memory section at Datamatic Corp., New- 
ton Highlands, Mass. 
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Small folding machine 


Costs 
less than 
a typewriter! 


Folding Machines |*” 


Originators of the postage meter... Address 


Offices in 102 cities. 


PITNEY-BOWES 


> o 
Snes dy 


Folding by hand costs too much in time, money, 
and concentration, takes girls away from their 
regular work ...and is unnecessary today when 
the Pitney-Bowes FH makes all hands happy! 

This Model FH is a folding machine for the 
smallest office—costs less thana standard typewriter ! 
Light and portable, it can be set for a job in sec- 
onds, and anybody can easily operate an FH. 

It will double fold 844 x 11 sheets up to 80 per 
minute, with semi-automatic feed. (Full automatic 
feed, optional at only slight extra cost.) Makes 
eight different folds. Takes paper in most standard 
weights and finishes, in sizes from 3 by 3 to 
84 by 14 inches. It will also fold stapled sheets. 

Even on one or two jobs a month, 
the FH quickly pays for itself. 
Ask the nearest Pitney-Bowes 
office for a demonstration. Or 
send the coupon for free 
illustrated booklet. 


PITNEY-Bowes, INC. 
= 3423 Walnut Street 
N Stamford, Conn. 


Send free booklet on Folding Machines to: 

















For More information Circle No. 268 
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I says 
to the 
hoss... 


Look! Fine duplicating machines deserve fine 


ROLLERS AND BLANKETS 


MERCURY-LITH paso 


ilith printing 
for Multilith p amt ROLLERS 


machines 


ae 


Man, you can have the world’s best duplicat- 
ing machines—but unless they’re equipped 
with the right accessories you will find it 
tough to get top quality results. Mercury 
products perform better because they are 
built to meet the extremely high standards 
of the world’s largest plant devoted exclu- 
sively to rollers and blankets for the graphic 
arts. See for yourself! 


B. RAPID ROLLER COMPANY 


Main Office and Factory: Federal at 26th St., Chicago 16, ill. 
Eastern Sales Office & Warehouse: 218-224 Elizabeth Ave. . Newark 8,N.J. 
For More Information Circle No. 172 


MERCURY-GRAFTS " 
for Multigroph duplicating 
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ac ac carr aer 


olivetti announces 


a new kind of 


desk calculator 


The remarkable new Olivetti Tetractys 
processes business figures at high speeds 
formerly associated only with non-print- 
ing calculators, and prints a complete tape 
record. New in concept, new in range of 
application, it is the first (and only) dual- 
register printing calculator. It provides 
automatic accumulation, an automatic 
constant, and a “memory.” 

In combined operations, it eliminates the 
need to re-enter intermediate figures; 
these are automatically stored in the sec- 


ond register, or in the “memory.” It auto- 
matically accumulates products, quo- 
tients and totals, to give a grand total. It 
can multiply a first number by a second 
number by a third number and so on, 
without re-entry of intermediate prod- 
ucts. Its unique constant locks in and 
clears out automatically. 

These features enable the Tetractys to 
process many kinds of figurework faster 
than they have ever been done before. 
May we demonstrate this to you? 


For a demonstration or for more information, write or wire Olivetti Corporation of America, 
580 Fifth Avenue, New York 36, New York. Olivetti sales and service in all 48 states. 


For More Information Circle No. 229 
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OLYMPIA 
TYPEWRITERS 


WILL BE DISPLAYED 
AT BOOTHS 
4 AND 5 


DURING THE 


NOMDA CONVENTION 
PITTSBURGH, PA. JUNE 30th TO JULY 3rd 


INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET » NEW YORK 6, N. Y. 


For More Information Circle No. 210 
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Don’t break your back digging up buried information! 


LOCATE YOUR RECORDS EASILY — No more 
fussing and fuming. With Pronto files your 
records are as active as your regular files. 
BEAUTIFUL APPEARANCE—Finished in attrac- 
tive olive green to match your regular office 
files. 

STURDY CONSTRUCTION — Built of 275 Ib. 
tested corrugated fibre board . . . reinforced 


with steel on the shell and the four corners 


of the drawers as well. 

SAVE FLOOR SPACE—Prontos are constructed 
to interlock into solid units and stack as 
high as the ceiling. 


Legal Size $4.55 
Letter Size $3.70 


Prices slightly higher in Texas, 
Colorado, West of the Rockies and 
outside the U.S.A. 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N. Y. 


For More Information Circle No. 162 





“Ooll or Oud ? 


wot VARY-TALLY 


Multiple-Unit Reset Counter 


Using Vary-Tallies is the fast, accurate way to 
separate the turnover items from the ‘“‘turkeys”’ 
in sales . . . the rejects from the okays in pro- 
duction — size by size, color by color, flavor by 
flavor, price by price. Because you count, you 


KNOW. Because you know, you COUNTROL. 
Because you control, you PROFIT! Note the 
construction features below . . . write for news 
sheet and prices . . . tell us what YOU want to 
count. 

@ All Parts Corrosion-Resistant; Work- 

ing Parts of Hardened Steel 

e@ Not Affected by Extreme Heat or 


Arranged 

nds in tiers, 

n be svPP 

notions, UP tO 
2 units 


sto 
Tally © bi 
¢ 66 comp" 
° high ond 


bonks down to 


wide, eve” 


units. 


CHICAGO 6, ILL. 


NEW YORK 19, WN. Y. 


Cold 


@ Individual Tag Above Each Counter- 
Window — Not Strip Tabs 


@ Veeder-Root Quality in Every Part 


@ Easily Readable from Any Angle .. . 
Bold Figures Always Centered in Win- 
dow . No Glare 


e@ Easily Portable, yet Ruggedly Built 
for Long Wear 


VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 


“The Name That Counts” 


GREENVILLE, S. C. 


+ MONTREAL 2, CANADA 


OFFICES ANO AGENTS IN OTHER PRINCIPAL CITIES 


For More Information Circle No. 223 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


4 cA 


: ‘ ‘ ay : 
Flick Up to Multiply Center to Add, Subtract 


VICTOR "ic; CALCULATOR | 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key —enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 
A printed tape, with a true symbol, identifies FVi77 Adding Machine Co. Dept. 0-657 
figures entered and operation performed. See Chicago 18, Illinois 
the unique Victor Calculator today. Con- Send me complete new brochure on Victor 
venient terms. See “‘V’’ for Victor in the Automatic Calculator. 
adding machine section of the Yellow Pages. Name 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name 
Victor-McCaskey, Ltd., Galt, Ontario pane a a 
Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. L -—__ Zone —_State 


For More Information Circle No. 211 
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PROTECT Your 
Business Machine Records 
ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 
the Accopress Pin Prong Binder is made especially for them. 


As an indispensable aid to orderly, safe filing—temporary or 


permanent—Accopress Pin Prong Binders give you the added # 


features of loose leaf convenience with economy. 


Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6” or 844” centers. 
Made of heavy long lasting pressboard or heavy binder board covered 
with canvas or black pebble grain cloth. 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 
for greater filing efficiency. 


ACCO PRODUCTS 


A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 





For More Information Circle No. 254 
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it all adds up to a 
low cost high quality 
product...the 


new Regna itemizing cash register 


a cash register, 
adding machine 
and simplified 
bookkeeping 
machine 

ALL IN ONE 
STREAMLINED UNIT! 


IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 
Dame St. W., Montreal, Que., and Business Equipment Machines, 
489-R King St. W., Toronto, Ont 


OUTSIDE CONTINENTAL U.S.; Jorgen S. Lien, Bex 507, Bergen, 
Norway 


Complete stock of Regna parts available throughout the U.S. 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please send move information on the new Regna itemizing Cash 
Register and outline advantages of becoming a Regna dealer, 


SID cisitictidnniccinsbiactsppctobanainnlachabesiapansecesetietastpedtbvaiaatiaks'<tscooiiiscnnssiosealasdanipazanlits 
Address. ajaeiatichahiiaciaalssaliii atlanta 





City : sssreceers StMtOsscscsccesens ed 





For More Information Circle No. 189 
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with SCULPTURED STEEL by 


Every individual piece of the new Remington Rand 
ARISTOCRAT collection of office furniture represents 
the ultimate in modern craftsmanship — beautifully 
styled for today’s concept of office living. 

It is superbly engineered to meet the functional 
needs of efficient business use. Its sophisticated styl- 
ing, and living color in three delicately beautiful 
shades, offer a choice to enhance any décor and re- 
flect the overall stability of your entire organization. 

Get full particulars on this new collection. Write 
Room 1630, 315 Fourth Avenue, New York 10—ask 
for Catalogs FF187, FF193, FF203. 


For More Information Circle No. 159 
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HE MEETING has become as much 
a part of modern business life as 
the coffee break, but it is far less 
satisfying. Many a meeting seems to go 
well until it is over. Then, for some 
indefinable reason, the group leader 
feels uneasy. Has anything really been 
solved? Did everyone real/y present his 
ideas? Were most of the participants 
really in accord with the decisions 
reached ? 

The need for a device to set the lead- 
er’s mind at ease — a method which 
would enable the participants in a meet- 
ing to feed back to the rest of the group 
their inner, personal feelings about the 
problem at hand—has led to the devel- 
opment of a. new kind of business ma- 
chine called the Introspectometer, or 
more simply, the Conference Machine. 
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THE OFFICE 


In use, the Introspectometer light disc is placed on 
conference table with hand-held switches concealed 
from view. 
conference-room equipment so as not to distract, or 


Permits anonymous expression of 
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Light disc resembles a normal piece of 


attract undue attention. 


Introspectometer Indicates 
Conferees’ Thinking 


opinion during a conference 


Invented by Dr. Herbert Thelen of the 
Department of Education at the Uni- 
versity of Chicago, the machine has 
been re-designed for mass production 
and business use by the New York in 
dustrial design firm of Lippineott & 
Margulies, Ine. 

Inconspicuous, attractive and prac 
tically foolproof, the Introspectometer 
is a white-rimmed dise about the size 
and shape of a conference room ash 
tray in the center of which red and 
green lights are scattered in a random 
circular pattern. A single cord runs 
from the dise on the table to a portable 
battery case, and from the case cords 
extend to a series of hand switches. 
Throw the switch to one side and a 
green light goes on; throw it in the 


opposite direction and a _ red light 
























flashes. Thanks to the random place- 


ment of the lights, there is no way to 
tell (short of concentrated study) which 
switch controls which light. A master 
switch, held by the conference leader, 
turn off all the lights at 
should this be desired. 


can once, 

In operation, each person in the group 
holds a switch concealed in his lap or 
under the table. He presses his button 
toward green or red at will, depending 
on whether he agrees or disagrees—.e., 
is “happy” or “unhappy” — with the 
points of view expressed. By thus per 
mitting people to record, silently and 
secretly, their agreement or disagree- 
ment, the Introspectometer enables even 
those who are hesitant about speaking 
out to “participate” in the meeting. 


Equally important, the machine pre 


vents the group leader (or other domi- 


nant personalities) from swaying the 


The Introspectometer, designed by Lippincott 
& Margulies, Inc., consists of portable battery 
(rear), conference table light disc (center) 
and hand switches for conference participants. 


group. Inter-personal tensions are 
avoided. The group effort becomes truly 
cooperative. More gets done. 

Dr. Thelen conceived the idea of the 


1947 


study of group actions. He rigged up a 


Introspectometer in during his 
home-made version of the machine, and 
began using it in group meetings, in 
teacher training programs and in lead- 
ership training courses. In Belgium, a 
group of trade union leaders could not 
even be persuaded to diseuss their prob- 
lems until the machine broke through 
their psychological “barrier of silence.” 
In another instance, an instructor at a 
leadership training pointedly 
told Dr. Thelen that 
ideas invariably met with wholehearted 


course 
at his meetings his 


group support. The machine was brought 
in, with foreseeable results: a solid bar- 


rage of red lights led to a hasty re- 
appraisal of the strength of the gentle- 
man’s personality. 

As re-designed by Lippincott & Mar- 
gulies, the present version of the Intro- 
spectometer is an advancement of Dr. 
Thelen’s original model, which was rec- 
tangular in shape and lacked the anony- 
mity-preserving random placement of 
lights. In its present compact form it 
is suitable not only for business meet- 
ings, but as an aid in leadership train- 
ing programs to keep track of how con- 
vincingly a discussion leader puts across 
his ideas. It may even find its way into 
colleges as a device by which students 


can register their understanding, or 
lecture 
The Con- 


ference Machine may play an increas- 


lack of understanding, of a 


while it is still in progress. 
ingly important role in allowing busi- 
ness meetings to run smoother, faster 


and—above all—more effectively. 
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Write Letters 
The Modern Way 


DAVID C. GREENWOOD 
Faculty Member, Marymount College, Los Angeles 


fashioned letters is that they are 


T: E BIGGEST TROUBLE with old- 


old-fashioned. Acceptable in their 
time, they carry the flavor of the Vic- 
torian age, compiete with gas lamps, 
high-buttoned shoes and the musty smell 
of brownstone offices overlooking the 
They are written in phrases of 
overstuffed courtesy and polite evasions : 
a letter is never a letter but an “es- 
teemed favor”; a man is not told some- 


square. 
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thing but is “kindly advised”; a writer 
never simply stops but says, “I beg to 
remain.” 

At the end of this article there is a 
list of some of these antiquated expres- 
with their 


sions modern 


equivalents. 
They are ineluded as things to avoid if 
you want to make your letters sound 
crisp and modern. 

Modern business style is much brisker 
and more concise than it used to be. 


69 





On an absolute seale, it is probably a 
better style. It has the virtues of sim- 
plicity, clean line and a functional ap- 
proach, in much the same way that 
Like 
modern design, too, it may run the risk 


modern design has these virtues. 


of too much simplification; but on the 
whole it is better adapted to the temper 
Short 


paragraphs, simple words, and direct 


of our times. sentences, short 


expressions—all these are trademarks of 
the modern style. 

You ean easily find long lists of de- 
sirable qualities to include in your busi- 
ness letters: conciseness, accuracy, com- 
pleteness, courtesy, simplicity, clarity, 
interest, and so on. But let’s organize 
our approach here around the structure 
of the letter. 
and a little easier to talk about. 


Tt’s a little more tangible 


For the most part, it’s useful to con- 
sider a business letter as having three 
parts: an opening, a closing, and a body 
(the part that comes in between). Let’s 


take them up one by one. 


The Opening 


There are many good ways to open a 


letter—and many bad ones. The main 
thing to avoid is a stilted, “automatic” 
sort of that 


doesn’t say a thing or is worn out be- 


opening—the opening 


Remember that the 
of the 
Here is the place 


cause of overuse. 


opening spot is one strongest 
positions in the letter. 
to eapture the reader’s attention, the 
place to make him want to read on. Here 
are some (but not all) suggestions on 
opening : 

1. Simply start out. 


2. State some action you have taken. 


This morning we telegraphed 
YOUcecs 
Unless we have unexpected 
difficulty, you will re- 
ceive a full report within 
two weekSeecece 

3. Use a statement of approval. 
It is a pleasure to give 
you the information you 
asked for inmeece.. 
We agree with you that you 
have had a great deal of 
trouble..e... 
Thank you for the informa- 
tion you Sent...ee 


Perhaps more important than what to 
to do, is what not to do. The following 
suggestions on what to avoid may ap- 
pear arbitrary, but experience has shown 
wise to observe 


that, in general, it is 


them: 

1. Avoid opening with a partic'ple. 
Referring to your memoran- 
dum of October 5e.eee 
Concerning the matter about 
which you wrote.ee.. 

2. Avoid 
knowledgement. 

Your letter of October 5 
has been received. 
We acknowledge receipt of 


opening with a mere ac- 


3. Avoid reviewing the contents of a 
previous letter. 
Your letter of Oct. 5 in 
which you state that..... 
NOTE: Modern practice is to carry this 
identifying information in a reference 
This is 


true not only in letters but also in inter- 


line following the salutation. 


departmental memoranda. 
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The Close 


The close of the letter represents an- 
other strong position. Here is another 
place where you cannot afford to be 
ineffective, apologetic or stiffly formal. 
This is the worst place to bring out your 
rubber stamp. The closing sentences 
should be as original and varied as the 
Don’t let yourself fall 
into the habit of adopting automatic 


opening ones. 


closings. 

Here are a few examples of successful 
closing techniques : 

1. A statement of fact. 
Your application will be 
mailed as soon as we re-= 
ceive your request. 


2. A question. 


What is your opinion of 
this plan? 

3. An expression of good will. 

We want to be of continued 
assistance to you. 

4. A request for action. 

Please fill out the en- 
closed form and return it 
to us as soon as you can. 

Again, as with the opening, there are 
certain things to avoid: 

1. Avoid closing with a participle. 
Hoping this will be satis- 
factoryececs 
Trusting we may hear from 
you at your earliest con- 
venienCeeece. 

2. Avoid closing with an anti-climax. 
Do you wish to cancel this 
order? If you do, inform 
us accordingly and we will 
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be happy to follow your 
instructions. 

3. Avoid closing with a vague state- 
ment. 
Your assistance in procur- 
ing additional information 
will be appreciated. 


The Body 


There is more than just clarity to con- 
sider in a business letter. 
ways such things as accuracy, complete- 
ness, interest, conciseness— 
and even vital. 


There are al- 


all important 
But accuracy and com- 
pleteness lie somewhat outside the area 
of technique; they are things nobody 
can help you with but yourself. Con- 
ciseness will follow normally from ap- 
plying techniques for readability. In- 
terest, important as it is, may apply 
with greater force to other kinds of writ- 
ing than to most business letters. In any 
case, let’s stick to clarity as the number 
one problem. 

Clarity is one of those simple virtues 
achieved only with great trouble. Part 
of it comes from having a clear under- 
standing yourself. Nevertheless, there 
are certain techniques for building it 
into your letters: 

1. Use Simple Words, 
tences, Short Paragraphs. 


Short 
Readability 
techniques are also techniques for clar- 
ity. It is obvious that one way not to be 
clear is to use words your readers can’t 
understand. 

The famous sentence, “Ontogeny re- 
capitulates phylogeny” is completely un- 
clear to most of us because of the hard- 
word factor. (Translation: As a plant 
or animal develops from a single cell to 
its fullgrown state, it takes forms similar 


Sen- 
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to those which occurred during the evo- 
lution of its species.) If you load up 
your correspondence with words like 
these you aren’t going to become exactly 
famous for your pure, clear style. So 
don’t use difficult words unless you are 
sure your reader will understand them. 

Long sentences, because they are often 

(not always!) hard to follow, also work 
against clarity. So, too, do long para- 
graphs, and for much the same reason. 
A good rule is: one main idea to a para- 
graph. If the idea is going to take a 
long time to develop, put your develop- 
ing material—(reasons, examples, illus- 
trations) into individual paragraphs. 
2. Organize Your Material. There 
are a great many ways to organize writ- 
ten material. The important thing is to 
have one way and stick to it. The sim- 
plest illustration of organization is per- 
haps a chronological one: start with a 
given event and move forward in time 
without any backtracking. Reports are 
often organized logically: they start with 
a recommendation, followed by reasons 
for its adoption. Business letters can 
often be organized around the familiar 
questions: what? why? where? when? 
how? roughly in that order. 

One device that a number of success- 
ful correspondents use is to make a brief 
outline right on 
answering. 


the letter they are 
They go over the letter, 
underlining or circling the items they 
want to reply to or comment on, and 
then jot down notes to help when they 
dictate their reply. 

For example, suppose that a manu- 
facturer of gas ranges has received an 
order for a single range from an in- 
dividual. He is compelled to refuse the 
order because he sells only through re- 


tailers. The outline of the reply might 
be as follows: 

a. Thanks. 

b. Sell only through dealers. 

e. Returning check; visit or telephone 
dealer. 


d. Name, address, phone number of 


dealer. 

e. Guarantee. 

f. Sales talk. 

In this letter each item might well be 
covered in a separate paragraph. 

Organization applies equally to para- 
graphs. The simplest organization is that 
involving the use of a topic sentence at 
the start of the paragraph, followed by 
other sentences supporting or elaborat- 
ing the initial sentence. In the following 
(the instrue- 
tion on what to do) is put in the first 
sentence. The reasons (the explanation 


example, the main point 


of why ) follows: 


When you return the gas 
heater, pack it in the box 
it was in when you bought 
it, and enclose a $1.00 
bill in the box. This 
$1.00 is all you will have 
to pay, no matter what is 
wrong. It covers just the 
cost of packing the heater 
and sending it back to 
you. We pay for the work- 
man's time and for any 

new parts that have to be 
put in. 


3. Use connecting words. Connectives 
are words like and, but, so, however, be- 
sides, nevertheless, and still. They are 
used to carry the thought from one 
sentence to another. 


It is possible to write sentences in 
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which the thought flows smoothly and 
clearly without any connectives. The 
paragraph about the heater, quoted 
above, is an example. In these cases 
each sentence so clearly bears on the 
others that no connective is needed. 
(You may notice that the transition is 
sometimes accomplished by repeating in 
the new sentence one of the key words 
in the preceding sentence: “ 
enclose a $1.00 bill in the box. This 
$1.00 is all 
The transition between the last two 
sentences is more subtle; it is achieved 
by the logical opposition of what the 
$1.00 cost is for and what it isn’t 
what you pay and what we pay. The 
contrast of the idea (and the words) 
you and we carries the thought along. 
This kind of writing is very good, 


It covers 


but it is not always possible or even 
necessary. Connecting words are, at 
times, an absolute must. They can be 


used to clearly show an additional idea 
(and, also, furthermore), a contrasting 
idea or exception (but, however), an 
overriding idea (nevertheless, still), a 


time-relationship (before, following, 


Bookish Connectives: 
likewise 
in addition 
moreover 
furthermore 
nevertheless 
rather 
that is to say 
more specifically 
indeed 
to be sure 
for this reason 
accordingly, consequently 
hence, thus 
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along with), a casual or purposive re- 
lationship (in order to, because of, con- 
cerning) and many other relationships. 
The list might be continued indefinitely. 

A lot of people think the careful use 
of connectives is the big secret in pro- 
ducing clear and coherent writing. Cer- 
tainly it will help. But, just as cer- 
tainly, connectives cannot take the place 
of good organization, no matter how 
skillfully used. 

There is even a danger in the use of 
connectives. In ordinary writing they 
form a large proportion of the words 
used; and, unfortunately, they are empty 
words—they do not add anything to 
the story. We cannot do without them, 
but we can at least keep them simple. 
This is particularly important because 
it is in these very words and phrases 
that the tendency to complicated lan- 
guage is at its worst. 

Rudolph Flesch gives a list of involved 
connectives with their simple equivalents. 
If you want to keep your letters simple 
and modern, try using his Plain Talk 
connectives instead of the more formal 
ones. 


Modern Connectives: 
and 
besides, also 
now, next 
then 
but 
however 
in other words 
for example 
in fact 
of course 
so 
and so 
therefore 








We 


started out talking about old- 


fashioned letters. Let’s finish with a 


note about them. 


Good style is more than just being 


modern. It comes closer to just being 


honest—writing to express, not to im 


press. No amount of modern technique 


will 


atone for a false attitude or an 


insincere approach. 


l. 


OLD STYLE 


In accordance with 
your request 

We desire to acknowl- 
edge your letter of 
the 25th 

We are in receipt of a 
complaint from J. W. 
Carter 

We would, therefore, 
ask that you kindly 
investigate 

We would like to be 
advised 

Under date of 

We feel that you ap- 
preciate 

We beg to acknowledge 
receipt of 

Will you kindly 

We would recommend 
Which in the connec- 
tion with 

Letter from the Sales 
Department dated the 
25rd instant 

Attached hereto please 
find confirmation of 
telegram sent you on 
the 24th instant 

A check in the amount 


of $00 


The following list will help you avoid 
the old outworn expressions that creep 
into our letters in spite of ourselves. 
It is a useful list. But don’t make the 
mistake of thinking that, by itself, it 
will guarantee a good style. Your corre- 
spondence style can be no clearer than 
you are, no more interesting than you 
are, no better than you. 


MODERN EQUIVALENT 





As requested 


Thank you for your 
letter of October 25 


Mr. J. W. Carter has 
complained 


Please investigate 
Please inform us (or 
tell us) 

On (or dated) 

You can appreciate 
We acknowledge 
Please 

We recommend 


Regarding 


Sales Department let- 
ter of June 24 


Confirming our tele- 


gram of June 24 


A check for $00 
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OLD STYLE 


We are this day ad- 
dressing 

On August 10th we 
wrote you requesting 
We wish you would fur- 
nish us with 

Let us hear from you 
in regard to 

You have not favored 
us with a response to 
Your letter under date 
of November 14th 

We beg to acknowledge 
Will you please ar- 
range to send 

We should like to ask 
whether or not you 
have received our 
Shipment of May 10th 
Upon consulting our 
records we find that 
your order reached us 
January 14th 

We enclose statement 
and ask that you 


kindly send us invoices 


We hand you herewith 
Statement of our ac- 
count 

Enclosed herewith. 
Attached hereto 
Contents carefully 
noted 

Kind favor 

Yours 

Your favor 

Your esteemed favor 
The writer 

Said shipment 
Thanking you, we are 
eeeeeand oblige 
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We are writing 


On August 10 we re- 
quested 


Please send us 
Write us about 
We have had no reply 


Your letter of Novem- 
ber 14 

We acknowledge 

Please send 


Have you received our 
Shipment of May 10? 


Your order reached us 
January 14 


We enclose our state- 
ment. Please send us 
invoices 

Enclosed is a state- 
ment of our account 


Enclosed; attached 
(Don't use) 
(Don't use instead of 


"letter" ) 


We, I 

The shipment 
Thank you 
Thank you 





We 


fashioned 


started out old- 


with a 


talking about 


letters. Let’s finish 
note about them. 

Good style is more than just being 
modern. It comes closer to just being 
honest—writing to express, not to im- 
press. No amount of modern technique 
will attitude or an 


atone for a false 


insincere approach. 


STYLE 


OLD 


1. In accordance with 
your request 
We desire to 
ye your 
25th 
We are in 
complaint 
Carter 

We would, therefore, 
ask that you kindly 
investigate 

We would like to be 
advised 

Under date of 

We feel that you ap- 
preciate 
We beg to 
receipt of 
Will you kindly 
recommend 
the connec- 


acknowl- 
letter of 


ea 


& 
the 


receipt of a 
from J. W. 


acknowledge 


We would 
Which in 
tion with 
Letter from 
Department dated the 
25rd instant 
Attached hereto please 
find confirmation of 
telegram sent you on 
the 24th instant 

check in the amount 
of $00 


the Sales 


The following list will help you avoid 
the old outworn expressions that creep 
into our letters in spite of ourselves. 
It is a useful list. But don’t make the 
mistake of thinking that, by itself, it 
will guarantee a good style. Your corre- 
spondence style can be no clearer than 
you are, no more interesting than you 
are, no better than you. 


MODERN EQUIVALENT 





As requested 


Thank you for your 
letter of October 25 


Mr. Je W. 
complained 


Carter has 


Please investigate 


Please inform us 
tell us) 

On (or dated) 
You can appreciate 


(or 


We acknowledge 
Please 

We recommend 
Regarding 


Sales Department let- 
ter of June 24 


Confirming our tele- 
gram of June 24 


A check for $00 
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OLD STYLE 


We are this day ad- 
dressing 

On August 10th we 
wrote you requesting 
We wish you would fur- 
nish us with 

Let us hear from you 
in regard to 

You have not favored 
us with a response to 
Your letter under date 
of November 14th 

We beg to acknowledge 
Will you please ar- 
range to send 

We should like to ask 
whether or not you 
have received our 
Shipment of May 10th 
Upon consulting our 
records we find that 
your order reached us 
January 14th 

We enclose statement 
and ask that you 


kindly send us invoices 


We hand you herewith 
Statement of our ac- 
count 

Enclosed herewith. 
Attached hereto 
Contents carefully 
noted 

Kind favor 

Yours 

Your favor 

Your esteemed favor 
The writer 

Said shipment 
Thanking you, we are 
eeeeeand oblige 
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We are writing 


On August 10 we re- 
quested 


Please send us 
Write us about 
We have had no reply 


Your letter of Novem- 
ber 14 

We acknowledge 

Please send 


Have you received our 
Shipment of May 10? 


Your order reached us 
January 14 


We enclose our state- 
ment. Please send us 
invoices 

Enclosed is a state- 
ment of our account 


Enclosed; attached 
(Don't use) 
(Don't use instead of 


"letter" ) 


We, I 

The shipment 
Thank you 
Thank you 





The Organization of 


RALPH M. TISSIER, Methods & Procedures Dept., 


WELL MANAGED FORMS 


trol and design unit can render a 


con- 


real service to both line operation 
and staff management. To line opera- 
tion because usually the creation and de- 
signing of a form ean be a tedious and 
detail to the 
often resulting in a tedious and cumber- 


cumbersome uninitiated, 


some form. To staff management be- 
‘ause it invariably results in dollar and 
labor savings. ‘To management also be- 
cause it affords them with the assurance 
that the forms required for data proc- 
essing are being kept in good order, by 
experienced and capable personnel spe- 
cifically charged with that responsibility. 

Forms control and design is the one 
area of systems work which we can rea- 
sonably feel to be completely noneontro- 
versial and nearly always welcomed by 
those charged with paperwork. It is em- 
phatically recommended that this func- 
tion be considered not only by the per- 
sonnel making up the unit but by the 
entire organization as a service to both 
line and staff personnel. But, in order 
to operate smoothly and produce to its 
fullest, the latitude in which the unit 
is to function should be well defined and 
its simple requirements rigidly adhered 
to by all. It is not necessary to confine 
forms control and design to only large 
companies, or to smaller companies hav- 
ing many forms. Such functions can be 


vested in one person, even one person 
part-time, should the requirements be so 
limited. Or, a forms control unit could 
be expanded to a complete department, 
should volume require it. 

A thorough knowledge and experience 
stock, 


processes and the many other materials 


in paper carbon, reproduction 
and tools used in form design need not 
be thoroughly understood and known. 
Such knowledge generally can be sup- 
plied by the salesmen representing any 
of the well established forms printers. 
it = 
friendly relations with forms salesmen 
As to the 
personnel requirements, this is an area 


always advisable to maintain 


as a source of new ideas. 


in which management will get out of 
the unit only what is invested. 


Designing Forms 


For designing forms, the unit should 
be prepared to give advice and counsel 
to whatever department, plant or person 
may request it. The extent to which this 
counsel is sought will depend entirely 
upon the service it has been found able 
to deliver. Another area in which design 
enters is the unit’s periodic studies of 
existing forms. 

Control of changes in existing forms 
and creation of new forms is naturally 
the unit’s paramount function. Con- 
templated changes or new forms should 
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a Forms Control Unit 


Insurance Company of North America, Philadelphia 


always be discussed with the forms con- 
trol unit. Once a friendly and helpful 
climate has been created, this should 
require no policing. The services of a 
proven forms control unit will nearly 
always be sought when the question of a 
change or new form arises. It is not 
sufficient, however, to depend upon this 
means of communicating contemplated 
changes or new forms, to the unit. It is 
absolutely mandatory that the purchas- 
ing department to get 
initialed approval of the forms control 
unit before making any change in a 
form or printing a new form. To keep 
the purchasing department appraised of 
any contemplated activity in a form, the 
forms control unit should immediately 
advise the purchasing department, in 
writing, not to reorder that form with- 
out first contacting the forms control 
unit. Usually it will be found that a 
minimum supply order can be placed, 
the quantity depending upon how many 
of the forms will be needed before all 
questions relating to its change have 
been satisfied. One of the reasons for 
immediately introducing the unit into 
any proposed change or new form is so 
that it can liaison the changes between 
all areas of the organization which are 
presently, or will hereafter, be affected 
by the form. Once a form has been 
changed, all departments, branch offices 


be required 
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or plants using that form should be ad- 
vised of its use in writing. 

Such objectives as simplification, unifi- 
cation, standardization, ete., are ever- 
present in the thinking of a methods 
man, but promiscuous or even ingenvous 
application of such cliches can create a 
burden on line operation and might even 
contribute to the collapse of a system. 
Logical planning and common 
should be the controlling factors in de- 


signing a good form. When a form has 


sense 


been changed or a new form created, 
there is usually a condition of replacing 
one form with another, or having a sup- 
ply of old forms on hand. A form let- 
ter or memorandum should advise all 
departments, branch offices or plants 
having the old form, as to what disposi- 
tion shall be made of old copies. Should 
the old forms be destroyed, or the supply 
on hand consumed before instituting the 
new or changed form? In ease of a new 
form, should the affected departments 
requisition that form or will a supply 
be automatically ordered for them by the 
forms control unit? Such a notice will 
eliminate inevitable queries. 

In the matter of proof approvals, we 
prefer to take the soft approach and 
submit printer’s proofs to the depart- 
ments concerned therewith, not so much 
as a matter of sharing the responsibility 
for the finished product outside the con- 
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trol unit, but rather to allow the per bers, assigned at random as a new form 
sonnel who are charged with using the _ is created. The use of small ascending al- 
form a final chance to determine that the phabetic suffixes, to denote changes ef- 
intent of the change has been accom fected in the form since its inception, are 
plished. Proofs for simple reprints of advised if straight numeric numbering is 
existing forms should not require con employed. For the benefit of the supply, 
trol unit approval; only proofs for new inventory control or purchasing depart- 
forms or forms reflecting a change. ment, the forms number may be followed 
by the quantity and date of last print 
ing (3M 11-13-56). The use of alpha 
Assigning and controlling form num betic or numerical prefixes to the form 


Numbering Forms 


bers should be vested in the forms con number, as a code to denote department, 
trol unit. Various and sundry methods product, subsidiary company or other 
and plans for numbering are in use, such information, seems to serve little 
as different conditions require. The sim- or no purpose in a well organized forms 


plest method is to use consecutive num- control operation. Use information suf 





ae + 
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NTER-OFFICE MEMORANDUM 
HOME OFFICE 


To : [} INSURANCE COMPANY OF NORTH AMERICA 
[) PHILADELPHIA FIRE & MARINE INSURANCE COMPANY 
From Comptrollers Dept., Forms Control [7 INDEMNITY INSURANCE COMPANY OF NORTH AMERICA 


Subject Form(s) # 








Date 





Attention of 





This is to advise you as follows: 
© the captioned form is hereafter obsolete. 
O the captioned form is to be changed on Reprint. 


O your "on hana” supply of the form is to be consumed before ordering 
the replacing form. 


O destroy your present supply of these forms. 


D requisiton of H.0. Purchasing Department your normal 6 months supply 
of the replacing form. 


Ondo not requisition the replacing forms; it has already been taken 
care of, 


Ohe captioned form is replaced by Form(s) 
respectively. 








R. M. Tissier 











A muitipurpose form used by the forms control unit. 
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How to 
turn the tables 
on office 
obsolescence 


Call the roll of Burroughs adding machines: 
The Ten Key (choice of 4 attractive colors). 
The Director full keyboard (same color 
choice). And the low-priced Thriftline in 
new soft Amber Gray styling. 


Here are the truly modern machines of today 
—and tomorrow—in their ultra-quiet 
operation. Their perennial accuracy and 
dependability. Their smart styling. Their 
shadow-touch operation. Their self-repeating 
multiplication key, and in the electric 
models—their instant credit balances. 


For a convincing free demonstration call 
our local branch office or dealer, listed in 
the phone book. Burroughs Corporation, 
Detroit 32, Michigan, 


BURROUGHS 
ADDING MACHINES 


Burroughs 


“Burroughs’’—Reg. TM. 


For More Information Circle No. 227 





ficient for any decision making can be 
taken from the forms folder. 
Responsibility for determining which 
department or plant shall bear the cost 
of a form change should fall to the 
forms control unit. 
manifold 


Due to the use of 
pur- 
poses, or the use by several departments 
of one form, it usually creates a condi- 
tion of split charges. To amicably es- 
tablish charges, a study of the use of the 
will 


forms serving several 


formula which 
Should the 
form, however, represent a fairly sub- 


form produce a 


should be equitable. new 
stantial expenditure, a memorandum to 
all departments being charged, advising 
them of their share of the expense, might 
save future embarrassment. The memo- 
randum should be so worded as to as- 
sume the formula is acceptable to all, 
unless written advice to the contrary is 
received by the unit. All 
spondence should be filed in the forms 
folder. 


such corre- 
Once these charges have been 
established and the accounts payable 
or purchasing department advised there- 
of, the charge should obtain 
until changed on written authority of 


the forms control unit. 


formula 


Packaging Forms 
Packaging of 
treated lightly by 
left 
forms printer. 


forms is too often 
purchasing depart- 
of the 


For efficiency in ware- 


ments or to the discretion 
housing and shipping, it is better to 
minimum 
This will 


eliminate broken packages of forms col- 


package forms to satisfy 


point-of-use requirements. 
lecting dust on warehouse or supply 
shelves. Consideration of the subject 
should include “packages per carton” 


for warehouse to branch, printer’s drop 


80 


shipments, local supply room and con- 
sumer facilities. The forms control unit, 
having the historical knowledge of the 
purpose and normal consumption as well 
as anticipated variations, seems the 
logical point of responsibility for pack- 
aging. Their instructions should apply 
on all requisitions for new forms or 
changes in existing forms approved by 
them, and should be binding unless or 
until amended later and approved by 


the unit. 


Controlling Quality 


Quality control can be maintained by 
the issuance of instructions to the pur- 
chasing department that all orders re- 
quire the printer to send several copies 
of each new or reprinted form, whether 
it be changed or not, to the forms con- 
trol unit. Each form received should be 
inspected as to printing, ink, art, colla- 
tion, perforation, punching, paper stock, 
and with a view 
toward determining that the final prod- 
This 
is important because different printers 
may assume, and rightfully so, a slight 
tolerance due to physical factors in their 
plants. 


carbon registration 


uct has been delivered as ordered. 


Shght differences, however, in 
a form which has been reprinted many 
times through the years could develop 
ruling so far from originally intended 
as to make use of the form difficult or 
troublesome. 

Branch plants and offices are often 
equipped with to satisfy 
their local needs. It is not the intention 


duplicators 


to limit the use of such equipment nor 
to control it; but it cannot be completely 
overlooked in the overall forms manage- 
ment plan. It is suggested that a num- 
bering system be maintained at the 
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letters 
any more ? 


me 


AGE-OLD PRACTICE REPLACED BY VERIFAX COPYING IN THOUSANDS OF OFFICES 


N°. NEED to dictate paragraphs Free—new Don Herold booklet. Famous 


os fila ce ‘ ,.  cartoonist-humorist’s booklet, “How I 
quoting from letters, memos, r¢ Learned the Verifax of Life,” has smiles — 
nd and work-saving tips—for bosses and sec- 
original—like “Joe, note this”; “Bill, _retaries on every page. How to keep sales 
check this”—and send Verifax copies leads hot - How to do “‘all-day’”’ retyping 
to all concerned. Lots of other short 30s in 20 minutes » How to make an offset 


ports. Just jot a few comments on the 


: wtts Vertex ’ : master in 1 minute. Mail coupon. Or phone 
cuts with Verifax Copying—versatile — Verifax dealer, liste? in “yellow pages” 


office time-saver. under “Photocopying Equipment.” 


Price quoted subject to LZ a e 
change without notice. erifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 





————————-—— MAIL COUPON TODAY 

EASTMAN KODAK COMPANY, Business Photo Methods Div. 

343 State Street, Rochester 4, N. Y. 213-6 
Gentlemen: Please send free copy of Don Herold’s 


new booklet, “How I Learned the Verifax of Life.” 


Name Position 








ONLY $148 . . . Kodak’s 
new Verifax Signet Copier Company 
makes 5 copies in 1 min- 
ute for just 242¢ each. 
Thousands in use. City State 





Street 








For More Information Circle No. 213 
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branch levei, ordinarily a branch prefix 
followed by straight ascending sequence 
number, and no form be produced at 
such levels without the presence of the 
form number. Whenever a new form 
is produced, several copies of it should 
be forwarded immediately to the forms 
control unit with a written explanation 
Should 
feel that the form has merit, it should be 
This 
might take it out of the locally produced 
Should the 


form be felt to serve only a local pur- 


of its purpose. forms control 


considered for company-wide use. 
category into forms control. 


pose, it is still possible that an improve- 


ment might be suggested by trained 


forms control personnel. 


Producing forms at the local level 
often leads to giving volume work direct- 
ly to local printers. This practice should 


be definitely terminated and control 
transferred to the forms unit. Economy, 
tariff and duty restrictions might indi- 
eate printing forms at the local level, 
but control of still 


be within the jurisdiction of forms con- 


such forms should 


trol management, and should be treated 


the same as any other form covered by 


the operation. To guard against such 
internal 
auditors to eall to the attention of the 


forms control unit, any invoices for such 


practices, instruct outside or 





pies 


From 


Subject Form # 


Attention of 


INTER-OFFICE MEMORANDUM 


To (_] INSURANCE COMPANY OF NORTH AMERICA 
{} PHILADELPHIA FIRE & MARINE INSURANCE COMPANY 
Comptrollers’ Department (] INDEMNITY INSURANCE COMPANY OF NORTH AMERICA 


Do you wish to remain on the distribution list for the attached 


Report 





O ves 
{) no 


Remarks: 


writer via the attached slip. 





C) Not if its' elimination is being considered, 


Please complete this advice, merely fold it, and return it to the 


Thank you, 


W. J. Robinson 








This form's aim is to reduce the number of copies being made of reports. 
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too book SHOWS MANY WAYS TO SAVE, 


...new 1957 Phillipsburg 


INSERTING 
& MAILING 
MACHINE 


business-builder for 30 years 


“Wider Horizons with Mechanized Mailing,” 

shows scores of ways to cut mailing costs, get 

GATHERS better control, boost sales. Here are only 10 of the 
OPENS FLAPS ways — get the book for the complete story! 


STUFFS MORE SAVINGS! 
ee 1 4,500 to 6,000 pieces per hour 
PRINTS INDICIA 2 Eliminate expensive hand labor 
STACKS 3 Cut costly supervisory time 
COUNTS 4 Save on floor space 


MORE CONTROL! 
5 Inspect mailings at any time 
6 Get full postage value on every mailing 
7 Time mailings for best delivery schedule 


MORE SALES! 
8 Capture new markets 
9 Maintain contact with customers, 


get... salesmen : f 
This book 10 Exploit special price, market situations 
o' the i 
story — it’s ; 
packed with 4 , : : a 0-6-7 
practical ways x ) () Send Wider Horizons with Mechanized Mailing 
to use 
mechanized 
mail N 


processing! me 
INSERTING 


& MAILING 
MACHINE co 


(] Prepare Proposal and Cost Analysis 


Name 





Firm 





Street 
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DUPLICATOR 


PHOTOSTAT CORPORATION 


P. O. Box 1970-D Rochester 3, New York 


For More Information Circle No. 226 
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ei ete ean Wim inne satan canst tnite shite antes emdtate 


You'll see the difference at a glance 





when you install the, NEW 








PHOTOSTAT® Whitin Masterli(h puPLICATOR 


Sharp, clean reproduction — in black and white or color — 

is dependably yours with the new Photostat Whitin Masterlith 
Offset Duplicator. Designed and made to assure the finest possible 
offset copies, this economical machine offers 26 exclusive features 
as part of its standard equipment! Among its many advantages are 


Fast, simple operation . . . requires no special skills. 

Simplified “same-side” operator controls and adjustments. 
Removable inking unit for quick color changes. 

Vernier adjustments provide accurate registration at head and side. 
Built-in electric static eliminator. 

Automatically set pantograph conveyor table, static-free. 

... plus many other time and labor-saving advance features! 


Service Offices in following cities: 
Atlanta, Ga. * Boston, Mass. °* Chicago, Ill. * Dallas, Tex. * Detroit, Mich. 
Elmira, N.Y. * Gorham, Me. * Houston, Tex. * Los Angeles, Cal. * New York, N. Y. 
Pittsburgh, Pa. * Providence, R. 1. * Rochester, N.Y. * Sacramento, Cal. 
San Francisco, Cal. * Seattle, Wash. * Washington, D.C. — or write direct. 
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forms found in a branch’s or plant’s 
accounts payable or petty cash files. 
Unless mitigating circumstances force 
the issue, it is usually advisable to elim- 
inate advertising matter from the forms 
control unit. This cannot be construed 
as a hard and fast rule, as too often 
advertising personnel maintain little or 
no control over their matter, causing 
management to prefer to have the func- 


tion absorbed by the forms control unit. 


Forms Inventory 


No more than tool crib or parts bin 
control is vested in the industrial engi- 
neering department, should forms in- 
ventory control be the responsibility of 
Such 
should be in the supply and warehouse, 


the forms eontrol unit. control 


purchasing or accounting department. 
Forms inventory control need not be 
maintained as a balanced account in the 
accounting department. A first-in, first- 
out procedure from shelved supplies can 
be easily maintained on a simple formula 
of quantity, use and time. Reorder or 


stock-low well might be vested in the 
judgment of an experienced and con- 
scientious chief order clerk or supply 
department manager. The main consid- 
eration is to reduce to a minimum the 
possibility of running out of forms. To 
relieve such conditions, a high reorder 


When con- 


sidered realistically, an oversupply in 


point should be established. 


a forms inventory represents little cap- 
ital investment compared to an oversup- 
ply of hard cutting bits in the tool erib, 
or intricate eastings or small parts as- 
semblies in the parts bin. A compli- 


eated forms inventory control might 


easily be more costly to maintain than 
its value in dollars saved. 





Retention and Destruction 


Retention and destruction of forms 
is one area of forms management which 
might be felt 


forms control. 


advisable to include in 
Some program establish- 
ing the length of time forms should be 
retained and when they are to be de- 
stroyed, should be instituted. A reten- 
tion schedule has at one time or other 
been established in nearly all organiza- 
tions, but seldom is it maintained on a 


As the 


use of forms increases, management sees 


current basis or followed up. 


files bulging and overflowing, and needs 
the assurance that a program is in oper- 
ation to automatically and periodically 
remove all deadwood. It is usually well 
worth the time and labor necessary to 
and destruction 


maintain a retention 


program. The only question is where 
such responsibility should be placed. No, 
better area exists than the forms control 
unit. 

Certain records should be maintained 
by the forms control unit. A forms file 
of letter size folders tabbed to indicate 
the form number and a short description 
(title) of the form should be set up for 
all current, as well as obsolete forms. 
The folders shall be used to house cor- 
respondence, samples of the forms them- 
selves, a complete history of the form, 
a short description of its use, a space in 
which to record approvals necessary for 
changing or obsoleting the form, as well 
as a record of when proofs were sent 
for departmental or plant approval. As 
to the obsoleting of a form, we strongly 
advise that such action be noted in writ- 
ing by all concerned in its use and the 
memorandums kept in the file. Corre- 


spondence should be bound by file fas- 


THe Orrice—June, 1957 











Y 





LITHOPLATE, INC. 





JUST INTRODUCED AND 
ALREADY A BIG HIT FROM 


4a COAST TO COAST! HERE’S WHY! 
OUR gAVINGS HER ae ou'll ¢ Longest running plate on market 
Here's how, Tronths by e Easier, faster processing 
sopitching to new ow! e Cleaner halftones 
puplikator Plates e Sharper line work 
i 156.00 


¢ Better solids — 
e Easy-to-check Black Image 
¢ Exclusive Micro-Surfacing 


You'll be astonished at the ‘‘professional 
quality’”’ of every job produced on a-new 
DupliKator Offset Plate. No other plate 
for duplicating machines works better, 
processes easier or runs longer. Yet 
DupliKator Plates cost 30% less than 
the average all-metal plate. Have you 
tried the new DupliKator yet? 
Send coupon. 


A Harris Subsidiary : 
278 N. Arden Drive, El Monte, California 
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Downstairs, the night shift is beginning to 
clock in. Up here, the boss will be working 
late again. Maybe those flowers will give his 
wife something to look at besides television. 


Almost every night it’s the same story at 
this small but growing company. Too much 
work in some departments, not enough in 
others. Between overtime and idle time, the 
boss gets to bed pretty late — and then the 
profit picture keeps him awake. 


What this boss needs is the Keysort Plant 
Control Plan! With just five fast, accurate 
PCP reports — 1 daily, 2 weekly, 2 monthly 
—he could obtain complete management 
control of his business and profits . . . could 
prevent this situation right in the office. 


Punched-card accounting for any business 


Manufacwred exclusively by The McBee Company, Athens, Ohio + 
Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


eceee @ * 
@ am e 
ecee 8 %* 
eee . 


PCP not only helps management plan in 
advance, it helps: you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. 


Your office people simply punch pertinent 
daily information into the Keysort cards 
... Keysort them... and summarize direct 
to reports. There’s no transcribing . . . no 
costly, time-consuming intermediate steps. 
Management gets needed information on 
time. And at remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us for illustrated folder con- 
taining examples of all five reports. 


ca o * 
Coe S$ % 3 


Division of Royal McBee Corporation 
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teners inside the folder on the side 
carrying the index tab. Material placed 
under the fastener should be in chrono- 
logical order. The inside front of the 
folder might be ruled to accommodate 
the history of the form, changes and 
for changes, 
placements and by what form it was 


reasons obsolescence, re- 
replaced, and other information relative 
to its history. The outside front of the 
folder might be ruled and columned to 
indicate when and to whom proofs were 
sent for approval, and when approved 
proots were sent to the purchasing de- 
As mentioned 
before, printers or the supply depart- 
ment should be instructed to forward to 
the forms control unit, as soon as pos- 
sible, samples of all reprints of existing 
forms and new forms. 


partment for printing. 


Several of these 


samples are kept in the folder. Folders 
should be weeded when new forms are 
added, removing especially any old 
prints reflecting no changes. 

Another file should be maintained for 
duplicated forms produced in branch 
plants or offices. It might be advisable 
to maintain two files of such forms: one 
indexed by branch number and filed con- 
secutively within that section of the file, 
and of the file with 
duplicate copies of the forms filed by 
recipient (department, plant or per- 
sonnel for whom the form was pre- 
pared). 
periodically by both forms control and 
the systems group as it will often reveal 
duplication of effort, duplication of re- 
ports or superfluous statements. 


another section 


The latter should be studied 


Cross reference will be found essential 


(Continued on page 136) 
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PREPARED BY 





PURPOSE 
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DISTRIBUTION 





COPIES 
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Forms control records on McBee Keysort cards are used by the Insurance Co. of North America 
to quickly locate any type of company form. 
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Four Ways to Produce 
A Procedure Manual 


Cc. C. CRAWFORD 


Professor at the University of Southern California. 
Management Consultant, Los Angeles. 


HERE is one difficult way to produce 
procedure manuals and at least three 
easy ways. You already know the 
hard way, but I will deseribe all four 
ways, just for a clear perspective. 

1. The lone-wolf company author ap- 
proach. The hard and slow way that 
yields a manual of doubtful quality, if 
it ever yields any manual at all, is to 
appoint some individual from the de- 
partment concerned and try to make a 
manual writer of him. This first-time 
author never wrote a manual before. He 
will soon hope he never has to write 
another after this one. He may know 
the work perfectly, but can he write? 
Does he know that a manual must teach 
so well that the office employees learn 
from it? 

Perhaps you appoint the department 
head as your would-be author. He ealls 
in one after another of his subordinates 
and pumps them for ideas and job know- 
how of the work he supervises but on 
which those interviewed have a some- 
what better grasp of details than he does. 

3 ee 
xyes 


V4 
areas 
[s*s a“ 


ie eeemmineeendl 


He writes down the steps, the tips and 
the cautions, as well as the general back- 
ground of the job. He never gets sat- 
uration, or complete coverage of every- 
thine, but it’s better than nothing, if he 
ean ever find time enough to get it all 
finished. But he’s too busy and it just 
never quite jells. He’s afraid that any- 
thing short of perfection will show him 
Per- 


fection is impossible, procrastination is 


up as an inadequate supervisor. 


easy, and the safe way is to put it off. 
He never consciously 
didn’t finish it. 
have put up a sign, “Detour; Supervisor 
W orking Too Hard.” 


You may pick a good employee from 


knows why he 
If he does, you could 


the ranks, relieve him of the daily grind 


and have him write the manual. He 
burns up wages for weeks, months or 
years, but may lack either the writing 
skill or the training know-how to suc- 
I did a manual in 


ceed. In one ease 


22 days for a department in which two 
failed, 


the other, after putting in about a year’s 


such employees had one after 
wages each. 

No single author can think of enough 
of the problems, or enough of the an- 
swers and job know-how, to produce the 
ideal manual. I have proved this in a 
wide variety of offices. I get a dozen 
or more employees and supervisors to 


outline in writing the problems or topics 


they think the manual should cover, and 
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DICTATE. 
ANYWHERE 


* 
pu 






“ é 
- 


World's only compatible* 
BATTERY-POWERED , / 
DICTATION PORTABLE 


Also works on Car, Office 


Dictat & Home Current 
ictation 


Belts cost 
nothing to use 


Complete 
error-free 
performance 


*Compatible 
Uses same 
type belt as 
office units 


BOOK-SIZE 41% lbs . . . Full- 
Performance... All-Tran- 
sistor ... Close-talking micro- 
phone guarantees message 
privacy. 





portable 


For More Information Circle No. 266 

Here, for Men On-the-Go, is the world’s only —--—-————-——————-———-~—-- 
dictation machine that works ANYWHERE. 
Thoroughly complete! Remarkably simple! This 
rugged travel companion gets your thoughts into 
action WHEREVER YOU ARE with swift new 
convenience . . . superb voice clarity! Works from 
a carrying case, too—easy as snapping a picture. 
Dictation belts mail in ANY envelope. 


PEIRCE DICTATION SYSTEMS, INC. 
5912 Northwest Highway * Chicago, Illinois 


Send literature on the new Peirce “Portable”. 
Name 


Company 
Manufacturer of World’s Most Complete Dictation Service 


Network, xciusi 
Individual Microphone enema 
— — gi Selection 


Address 


City 








the differences in emphasis and coverage 
are tremendous. 
needed. You need group thinking, or 


A crew approach is 


pooled effort, to correct the lone-wolf 
author’s limitations. 

Nor 
manual soon enough. 
into weeks and months. 


can a single author do your 
His work drags 

Better put 30 
minds to work for one day thinking up 
the manual content than to have one 
mind think for 30 days on it. You get 
more ideas, and you gain 29 days. One 
man couldn’t build a railroad because 
the ties would rot and the rails would 
rust away before he reached the end of 
the line. A crew is better for a manual, 
too. 

2. The professional writer approach. 

A better way is to hire a professional 
manual writer, but this is by no means 
certain to succeed. If he is the one-man, 
or lone-wolf, type of writer, the time 
lag will be long, the coverage incomplete 
and there is the risk that you will either 
pay too much for the writer’s time in 
learning your special subject, or that he 


92 


will not learn enough of it and will 
taerefore do a poor job. 

The professional manual writer must 
know how to write English and a lot 
more, including how to teach by means 
He must have some 
protection against an unrealistic treat- 
ment of the subject matter, a danger 
which always hangs over the outsider. 


of what he writes. 


Having functioned as such an outside 
professional manual writer, I want to 
warn especially against hiring such a 
person to dig up the subject matter from 
books and libraries, because of the time 
cost and the lack of realism and func- 
tional worth of the result. The subject 
matter should be drawn largely from the 
employees themselves. It should fit your 
company and your office and your em- 
ployees. An ivory tower manual will 
rob the employees of the valuable ex- 
perience of helping to write it, and it 
will not arouse their favorable response 
when it is finished. 

For this reason I consider the profes- 
sional writer approach good only when 
combined with an employee workshop 
approach, such as I will describe in the 
next two sections of this article. If your 
professional writer can collect thousands 
of bits and fragments of job know-how 
from the office crew itself, and if he can 
organize and classify these well for 
training purposes, this approach is 
promising. 

3. The prosperity workshop approach. 
A quite simple and effective way to get 
a good manual, and some valuable man- 
agement by-products along with it, is to 
get the manual material from the em- 


ployee and management group by what 
[ call the 
(Sometimes it is a “cost-reduction work- 


“prosperity workshop.” 
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NEW 


PATENTED METER 
m VALVE ASSURES 





Freshen the air in your Offices this quick easy way — smoke and other unwanted odors 
vanish like magic when OZIUM vapor-spray is used. The new No. 500 OZIUM dispenser 
guarantees 500 or more individual measured sprays. Also very effective when sprayed 
into the intake of air conditioning equipment. 


QUICKLY REMOVES SMOKE. DESTROYS ODORS. AND REDUCES AIRBORNE BACTERIA 
ORDER THROUGH YOUR DISTRIBUTOR — OR WRITE 


Manufactured By WOODLETS INC., 2048 Niagara St., Buffalo 7, New York 


For More Information Circle No. 294 





shop” or, when the company is in a 


bad way, it may be a “survival work- 


The 


written 


shop.” ) 


idea is to get a few 
thousand suggestions from the 
employees on every possible means of 
speeding, simplifying or improving the 
work and the handling of that par- 
ticular part of the company’s business 
so as to reduce costs, stop waste and in- 
crease profits and prosperity for the 
company. 

This approach, as I use it, is first a 
dragnet for ideas, then an organization 
or grouping of the ideas into categories, 
and finally a screening, elimination and 
ideas that 


selection of the should go 


4 


into the manual. It might be ealled a 


“selection and elimination” approach. 
The suggestion survey brings in thou- 
sands of specific suggestions, each on a 
separate slip of paper. I recently got 
about 6000 slips in a one-day workshop 
of 30 people. These give you the com- 
plete contents of the employees’ minds. 


They are infinitely more revealing than 


the usual attitude survey or opinion poll 










































































where you get reactions to issues of 


which you were already aware, and 
which you therefore were able to put 

into your questionnaire. 
You get about as much advice for 
management as you get for workers, 
It helps to 


mistakes, outworn 


and this is a great help. 
correct management 


practices, uneconomical office layout, 
equipment or workflow and, in general, 
gives the office force a decent chance to 
do a good day’s work. You would gladly 
pay a lot for such completely unin- 
hibited reports and analyses of the man- 
agement practices which are so costly 
to your company, which your employees 
can see and point out, but which have 
frustrated them for years without your 
being able to diagnose or remedy them. 

Once you have the entire collection of 
employee slips in hand and typed in 
organized form, it is quite simple to 
separate what, is in the jurisdiction of 
the employees from what has to be done 
by management. The former becomes 
the copy for the employee manuals. I 
compile these for the client and submit 
my manual copy for editing. Since the 
from the 
ployees in their own language, my task 
is simple and my end product requires 
relatively little revision. It 
written by the employees. 


material has all come em- 


was pre- 
I only per- 
form an organizing and editing function. 

4, The 
dures approach, 


standard operating 
The most ambitious 
manual approach is that with the avowed 


and declared intent to 


proce - 


scrutinize the 
steps and sequences of work in each task 
or work operation, to settle on the better 
way, and to adopt or standardize this 
procedure. But in the usual office such 
a result is visionary or utterly impos- 


(Continued on page 200) 
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made in sparkling white and 6 brilliant colors 


‘« offset duplicating 


Save 20% mailing weight when you use 12-lb. Alpenopake instead of a 16-Ib. non- 
opacified sheet. Special offset duplicator packs of 8'2x11-8'2x14 cut sheets in Junior 
Cartons. Lightweight companion sheets are Flecopake Bond, and Alpena & Fletcher Manifolds. 


Surface-Sized Minimum Grain stops 


wrap-around in press 


FLETCHER PAPER CO., DEPT. K 


4 FREE SAMPLES 
# 20 N. Wacker, Chicago 6, Ill. 
Send me free samples of Alpenopake Bond. 


Name ____ SSSR ST 


FLETCHER 
2 ——— fo 


IG sainiginttinntnntinnenn nti 
UN SI i ciinticenantrienrns teiecspscinhinie alae ied 


For More Information Circle No. 246 
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0 West European 


The touch of genius in design and construction, combined with matchless quality product 
Swedish craftsmanship, provide the world’s smoothest, fastest and 
most dependable adding machine: ‘‘addo-x""—the only adding machine 
with calculator performance, preferred in 100 countries 
The nation-wide ‘‘addo-x”’ dealers are listed in the ‘Yellow Pages” 
of your telephone directory. Write for free booklet No. 65 to: 
‘‘addo-x inc’’——300 Park Avenue, New York 22, New York 


For More Information Circle No. 375 
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Look at these Roneo exclusives and you'll know why “Roneo 750” 

is today’s best buy in Office Printing Equipment: 

1—clean inking with semi-paste tube ink, clean 25-second color change 
2-——perfect reproduction of photographs with ‘“Roneotronic’’ stencils 
3——absolutely automatic inking with “Roneo Multiple Silk Screen” 
Ask your dealer to demonstrate or write to: 

““addo-x inc’’——300 Park Avenue, New York 22, New York 


For More Information Circle No. 161 
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1940 1945 


1950 '51 '52 '53 '54 '55 ‘56 


Fastest Growing Occupational Group 


ESPITE THE 


production of 


INCREASE 
automatic 


in the 
office 

equipment, the human office worker 
is still in great demand, the Department 
3ureau of Labor Statisties 
1956, about 


and women were in clerical work, ac- 


of Labor’s 
reports. In 9 million men 
cording to the Bureau of the Census. 


This represents an increase of about 
15% since 1950. 

Stenographers, typists, and secretar- 
ies make up the largest group of clerical 
workers classified separately by the 
totaling 114 1950. 


Bookkeepers and cashiers, the second 


census, million in 
largest group, totaled about a million. 
Even larger than both of these groups 
combined, however, is the miscellaneous 
group which includes many types of 
such as 
order, payroll and file clerks, as well as 
general office workers. The number of 
office machine operators grew marked- 
ly between 1940 and 1950, increasing by 


specialized clerical workers 


98 


138% to 142,000 in 1950. 

Employment opportunities for well 
trained secretaries and stenographers 
are expected to be good at least until 
1960. There is a shortage of secretaries 
and most localities. 
Prospects for typists are favorable also. 


stenographers in 


Typists, however, are not as much in 
demand as stenographers, since employ- 
ers prefer workers with more than one 
skill. 

Many job openings for bookkeepers 
are expected in the next few years. The 
vast majority of openings in the book- 
keeping field will be in routine clerical 
jobs. Over the long run, the need for 
bookkeeping personnel will probably 
tend to increase because the growth of 
scientific management and involved tax 
systems necessitate more record keeping. 
However, the demand for workers in 
the bookkeeping field at any given time 
depends mainly on the level of business 
activity. 
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There's 
just one thing 
you can’t adauplicate 
with 
WEBSTER 
DUPLICATING 


SUPPLIES 


... the QUALITY 





Here Are Webster’s Six Clear Answers to 
All Your Duplicating Needs 


1. Carbon Papers, typewriter, pencil, pen, transfer, blueprint, bill- 
ing. 2. Spirit Papers and Master Units for both spirit and hectograph 
duplicating processes. 3. Carbon Paper Ribbons for correspond- 
ence, spirit duplicating, photo and offset work. 4. Office Machine 
Ribbons for every type of adding, accounting, tabulating and 
addressing machine. 5. Typewriter Ribbons for correspondence, 
record, offset, hectograph, photo, blueprint. 6. Carbon Paper 
Rolls for Teletype, Autographic, Register, Elliott-Fisher, and 
Adding machines. Plus Accessories: Type Cleaner, Instrument 
Oil, Duplicating Fluid, Hand Cleaners. 


Make it clear 


.youwant WEBSTER’S 


At leading stationers everywhere 
F. S. Webster Co., 8 Amherst St., Cambridge 42, Mass. 
For More Information Circle No. 178 
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Type Reduction Chart 
Aids Office Reproduction 


ARTHUR W. CLARK 


Director of Planning, Home Security Life Insurance Co., Durham, N. C. 


FFSET printing of office forms in 
() our own print shop has greatly re- 

duced our printing costs. Like 
many other insurance companies, as well 
as banks, manufacturing concerns, and 
so on, we have found that though we 
should not attempt to do all of our own 
printing, there are many forms that we 
can prepare quickly and economically. 
Specifically, we attempt no letterpress 
work or specialty forms, but we do de- 
sign, draw and print a wide variety of 
forms that do not lend themselves to hot 
type composition. The majority of these 
conform to a block style of design, are 
for internal company use, and have a 
large amount of ruling both horizontally 
and vertically which we can draw for a 
small fraction of the cost of setting rules 
required for a letterpress operation. 

Uniformity in style, particularly 
within a family of associated forms, is 
very desirable. To achieve this aim it 
is necessary to be consistent not only 
in the general type of layout used, but 
also in the style and size of type faces 
and ruling. We have worked out a de- 
vice that makes this goal possible. 

Our type faces are simple. We use 
a ten-point Modern face on an IBM 
Executive typewriter in conjunction 
with No. 68 Fototype faces. For ruling 
we use a conventional draftsman’s ruling 


100 


pen with the small round knob which 
adjusts the pen setting to control line 
width. 
of the line on the finished form: (1) 
the width of the line as drawn and (2) 
the amount of 


Two factors control the breadth 


involved in 
photographing the copy. (We almost 
invariably our copy at least 
slightly so as to realize sharper, crisper 
forms. 


reduction 
reduce 


Greater reduction is used when 
we wish typewritten copy to appear 
smaller on the finished form.) 

While it is possible to adjust the rul- 
ing pen setting by trial and error, we 
found it more convenient 
simply to scribe a line on the knob that 
controls the pen setting. This line radi- 
ates from the center of the knob to 
the edge, like the hand of a clock. Thus, 
by referring to position three, with the 
scribe line extending out to the right 
from the axis of the pen shaft; or po- 
sition six, with the line pointing di- 
rectly down towards the pen point; we 
can define a pen setting that will pro- 
duce the same width of line next week 
as it does today. (Incidentally, it is 
highly desirable to use the sort of ruling 
pen that swings open for cleaning with- 
out having to alter the setting. Also, a 
ruling pen is made with a number dial.) 

With a system which permits us 
readily to find a pen setting that pro- 


have much 
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LEADING COMPANIES EVERYWHERE ARE ADOPTING COPYFLEX ONE-WRITING METHOD! 


Brown & Bigelow, world’s largest calendar and adver- 
tising specialties house and famous for its hundreds 
of items trademarked Remembrance Advertising, uses 
Copyfiex to make exact, legible copies of customers’ 
original orders for imprinted advertising items. These 
copies are returned to customers for a recheck of the 
advertising messages and as their file copies for ready, 
reliable reference. This pleases customers, helps avoid 
misunderstandings and prevents errors that may mean 


costly re-runs of advertising items. 


BROWN & BIC 
Ree wetnw ee 
Sanco 


IANUA. 
. 


Minneapolis-Honeywell Regulator Company, world's 
leading manufacturer of automatic controls, uses 
Copyfiex in its Aeronautical Division to speed and 
simplify production control paperwork. Parts orders 
and assembly orders for such complex devices as 
this earth-satellite guidance reference systcm, plus 
sh all related records, are reproduced by pyfiex 
cars \* directly from translucent originals without retyp 
ing or rewriting information from one form to 
Ww another. This helps speed operations, slashes cler 
s ogy SOY ical cost and errors 
a 


a 


You, Too, Can 


Paperwork, 
Eliminat 


o o , ‘ 
a ; Copyfiex Desk Top 
e Mode! 110 ponies 
originals 11” wide 


by he length. Only $555. 
models available to 
copy rn. up to 54” wide 


Everywhere, alert firms like those described here are 
simplifying and speeding major business operations 
with the revolutionary one-writing method made pos- 
sible by modern Copyflex copying machines. You 
surely can, too! 

With Copyflex, you write basic information only 
once—subsequent paperwork needed to complete any 
systematized business operation is mechanically ac- 
complished with Copyflex without costly, time-con- 


Offices in 
38 Cities of 
the U. S. and 
Canada 
Copies anything t 
written, printed, or drawn on 
ordinary ry translucent paper Copyhex 


CHARLES BRUNING COMPANY, INC., CHICAGO 
In Canada: Cherles Bruning Co. (Canada) Ltd. 
105 Church St., Toronto 1, Ontario 








suming clerical copying. This frees personnel for 
other important work, gives you tighter control of 
operations, saves thousands of dollars. 

Copyflex machines are clean, odorless, economical 
—letter-size copies cost less than a penny each for 
materials. Copyflex will fit readily into your present 
systems, utilize your forms design, whether you use 
single or multiple part forms. Mail coupon today—it 
can mean important savings for you! 


Charles Bruning Company, Inc., Dept. 62-G 
4700 Montrose Ave., Chicago 41, Illinois 


Please send me information on the Copyflex process and 


machines. 


Nome Title 





Company. 
ee 








City. County. State. 
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when it must 
speak with 


authority... 


it should 


be on 


Atlantic Bond! 


Leaders of industry demand a 
paper that lends importance to 
the message...makes a good 
impression. That’s why sc many 
depend on ATLANTIC BOND. 


ATLANTIC BOND is the 

genuinely watermarked, # 1 Sulphite 
Bond... first in its field 

in sales... first in performance. 
ATLANTIC BOND'S “greater” 

bulk and stiffness mean smoother 
running. Impressions “take” better... 
look sharper, clearer. And ATLANTIC 
BOND is moisture-controlled for dimensional 
stability ... assuring more accurate 
register on every run. 


Follow the leaders and make every job have that 
“important” look. Run it on ATLANTIC. 


EASTERN "la. steel Gompeny 


ATLANTIC BOND 


Atlantic Papers Fits 


IN FINE PAPERS Products of Eastern Corporation, Bangor, Maine - Manufacturers of Quality Paper and Pulp 
Mills at Bangor and Lincoln, Maine + Sales Offices: New York, Boston, Philadelphia, Chicago and Atlania 


For More Information Circle No. 191 
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duces a given line width, there remained 
only for us to determine what that line 
and the associated type faces would 
look like after they were printed. To do 


this we have devised a chart showing 


this and related information. On one 


side of the illustrated lines we show the 
position of the pen setting, and on the 
opposite side the line thickness as drawn 


is stated in millimeters. Also we illus- 


trate some double hairlines showing the 


appearance of the lines with several 


different spacings between them. To the 


right of these lines are shown four 


samples of Fototype in the face we use, 
in 30, 24, 18 and 14-point, as a guide 


1 mm 
Index is in line wi 
To convert mm 


by 2.138 on 4:3 9 
’ 


POSITION 
4 
) 


i 
t 
1 





ON 


to their after reduction. 
The 


typing after given amounts of reduction 


appearance 
appearance of the typewriter 
is also apparent. We furnish a conver 
sion table for going from millimeters to 
points (printer’s measure) at each scale 
ot reduction so that, for example, we 
know what pen setting to use if we wish 
to have a line corresponding to a one 
half point rule after we have made a 
3:2 


reduction. We have prepared this 


reference chart for photographing on 


an actual size, or 1:1 basis, and for 4:3, 


3:2, and 2:1 reductions. These four 


charts have met our requirements very 
well. 


The largest chart shown above is the author's 2:1 
reduction chart, and all characters and lines are 
one-half their actual size. For a life-size view of 
all four charts, enlarge this illustration to double 
its present size, 
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Now Small Offices 


Can Use Microfilm 


JOSEPH F. CURTIN, President 
Graphic Microfilm of New England 
Waltham, Mass. 


ICROFILMING - 


almost completely with mammoth 


once associated 


companies and mountains of paper- 


work—has become an active working 


tool for all industry. Furthermore, 
microfilm’s application solely as a means 
of preserving “dead” records is also a 
thing of the past. Today, it is very 
much alive in its operating and admin- 
istrative potentials. Some idea of how 
broadly microfilming has expanded can 
be seen from these yardsticks, which we 
are now applying every day: 

Do you have an office where all records 
are housed in a single file which has 
become so crowded that you are consid- 


ering putting in a second cabinet? If 


Correspondence and forms such as paychecks 
are photographed by automatic Recordaks. 


104 


Clifton C. Larson (left), vice president; Karl 

Adams Jr., treasurer, and Joseph F, Curtin, 

president, Graphic Microfilm which grew from 

a $36,000 business in 1946 to a half-million 
dollar volume in 1956. 


so, the chances are that you can keep 
your files modern and up to date, for a 
little more than half the cost of a new 
Miero- 


filming is becoming a useful tool in the 


eabinet, through microfilming. 


two or three-girl office—where compre- 
hensive, money-saving programs can be 
carried out for as little as $60 a year. 

Do you have a factory operating with 
as little as a thousand engineering draw- 
ings? If so, you ean buy foolproof in- 
surance for these valuable records and 
store them for active, daily reference for 
less than half what it takes to keep up a 
file of full size tracings. 

Is it difficult to keep your sales or fiel’| 
force abreast of late specifications or 


All film is edited and checked on Kodagraph 
readers before it goes to the customers. 
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Hundreds of instantly changeable 


type faces... Automatically evened margins 


VARI-TYPER 


cuts composing costs...speeds production! 


Vari-Typer...with hundreds of 
instantly changeable type faces 
permits your office typist to give 
you professional looking typog- 
raphy quickly...right in your own 
office! 

With Vari-Typer, you elimi- 
nate the high cost of outside 
type-setting and reduce your 
costs on every job....whether 
it’s a catalog, bulletin, manu- 
al, house organ, direct mail 
piece, office form or any other 
similar job. 

When you use the Vari-Typer 
right in your own office, you 
get greater control over your 


Looks like a typewriter... 
Writes like printing... 


jobs, too....make instant type 
corrections...hasten the entire 
preparation for any method of 
office duplicating. 


Call your nearby Vari-Typer 
Man today...or write direct for 
more information. 


Text by Vari-Typer, 
Headlines by Headliner. 


COR 


712 Frelinghuysen Avenue 
Newark 12, New Jersey 
Subsidiary of 
Addressograph-Multigraph Corp. 


For More Information Circle No. 187 


THe Orrice—June, 1957 





Revolutionary new way 
to make up to 2000 copies 
of any original... 


In less than 20 minutes...without films, cameras, darkroom equipment 


ie! ee 3 A.B. DICK Photocopy 
: Duplicator, Model 112 


using the 


Think of it—from original to aluminum offset plate to 
finished copies in less that 3 minutes. Up to 2000 copies 
in less than 20 minutes. All without the chore of re- 
typing or hand-copying, proofreading and checking. 
All without films, cameras and darkroom equipment. 
For more information call your distributor of A. B. 
Dick products. Or simply mail the coupon. 


A-B:DICK 


DUPLICATING PRODUCTS 


A.B. DICK COMPANY 

Please send us more 5700 West Touhy Avenue, Chicago 31, Ill. Dept. O-67 
information about 
“the new way to Name 
make up to 2000 
copies of any orig- Company 


inal in less than 20 
minutes.” Address 





City State 


For More Information Circle No. 265 
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ANY ORIGINAL 

Original can be an important 
ietter, bulletin, price list, re- 
port or complex engineering 
drawing. 


DEVELOP 

Then simply feed nega- 
tive and exclusive A. B. 
Dick aluminum transfer 
offset plate into devel- 
oper section of machine. 


DUPLICATE 

In less than 3 minutes elapsed 
time copies come off this A. B. 
Dick Model 350 offset duplicator. 








EXPOSE 

Just place original and 
special A. B. Dick nega- 
tive paper into machine. 
Exposure is automatic. 


PROCESS 
Ninety seconds 
to process... 


For More Information Circie No. 265 
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designs? If so, you can supply them 
with microfilmed copies of your engi- 
neering papers for a fraction of what it 
would take to distribute and maintain 
files of full size drawings. 

These and many other benefits have 
become available to operators of smaller 
businesses during the past decade. Since 
the end of World War II, microfilming 
has grown into an industry in and of 
itself. It has beeome competitive at 
both the manufacturing 
levels. 


and service 
The inevitable outcome, under 
the American scheme of things, has been 
more benefits to users at more reasonable 
rates. Some outstanding examples of 
these developments include: 

Camera manufacturers have come up 
with units which will handle more paper 
faster and more automatically. 
machines will photograph papers on 
both sides at once at rates of thousands 


Newer 


of documents in a single hour. 
Great progress has been made in light- 


ing and optical systems which enable 
technicians to restore filmed documents 
to full size in a matter of minutes. Sur- 
prising enough, these blowups are fre- 
quently better than the original docu- 
ments. 

Eastman Kodak has developed tine 
grain films which give great resolving 
power. Even such delicate items as 
medical x-rays are fully usable to physi- 
cians in the form of microfilm. 

Microfilm service organizations have 
sprouted up across the country. There 
are now more than 100 such firms mak- 
ing even the smallest of programs con- 
veniently available from a local supplier. 

In the light of developments, virtually 
every management man has a valid rea- 
son today for actively considering the 
possibility of using microfilm in his busi- 
ness. In making this approach, consid- 
eration falls into two phases: 

1. Do we have a valid microfilming 
application within our company? 


Only a minor por- 
tion of Graphic's 
microfilm copying is 
done in this room 
at their plant. Most 
filming is done in 
the offices of cus- 
tomers by five travel- 
ing field units. 
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Fecen 


SSS a 


DUPLISTICKERS.,, 


WILL SPEED 
ADDRESSINGS 
AND 
MAILINGS! 





Eureka Duplistickers are perforated sheets of 
strongly gummed labels that make multiple mail- 
ings simple and economical for your typists. 
They are designed for use with typewriters, 
addressing machines, mimeographs and offset 
duplicators, Available in 25, 100 and 500 sheet 
packages. Send for your free copy of "Speed 
Your Mailings’’, containing samples and full 
information on Eureka’s complete line of ad- 
dressing labels. 





Other Eureka products include Dupliquik ® 
and Duplisnap® labels for multiple mail- 
ings, Roll, Fanfold and other office labels, 
decorative seals, cardboard cutouts, and 
many other printed gummed specialties. 


EUREKA SPECIALTY PRINTING COMPANY 


518 Electric Street, Scranton, Pa. 
® REG, T.M. — U.S. & CANADA 





For More Information Circle No. 192 
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2. If so, how can we best handle it? 
As stated above, it is possible to come 


up with a valuable microfilm application 


through the saving of the purchase price 


ot a single file cabinet. This, ot course, 
is obviously an extreme example. It 
fact that 


there is potential benefit from microfilm 


does, however, illustrate the 
ing just about any place where accumu- 
lated 


their present bounds or where valuable 


files are about to 
papers are concerned. 
With today’s cost structure, these rec 
ords do not even have to be of a perma- 
nent nature to make microfilming worth- 
while. Take, for example, a file of pay- 
checks, which most companies keep on 
active file for two years and then move 
to inactive storage for five more years 
to comply with the law. Eventually, it 
is true, these records can be destroyed. 
But in the five years during which they 
are awaiting destruction, they will cost 
the average company more through the 
price of the transfer case and the space 
it oceupies than it would cost to film 
them. As a rule of thumb today, the 
cost of filming a cabinet full of records 


13 
UUAHUMETAAAAAE RE 
TTT 


e 


Mounting 35mm microfilm images on Filmsort 
cards for use in customers’ files. 


break out of 


Automatic processing under controlled tem- 
perature is essential for effective low-cost 
microfilm work. 


is a little more than half the price of 
the file which the documents oceupy. 
Furthermore, records which have been 
carefully indexed in the process of 
microfilming are generally easier to find 
than their counterparts which have been 
relegated to inactive storage areas. In- 
active record storage is often in a base- 
ment or some other undesirable location. 
The occasional references which must be 
made to these documents cost many 
times what it does to find them in com- 
pact, well organized microfilm files. 
Financially, one of the big selling 
points for microfilm is in the preserva- 


With the 


tracings today, it 


tion of engineering drawings. 
eost of handmade 
doesn’t take much of a file to justify 
comprehensive microfilming protection. 
Studies have shown that the average in- 
active engineering drawing costs 20¢ in 
file space and facilities. By comparison, 
little half that 
amount to film the drawing and mount 


it costs a more than 


it in an individual Filmsort ecard which 
can be kept readily accessible in a regu- 
lar file cabinet. 

If you have engineering drawings 
which are worn or dog-eared, microfi!m- 
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UNLIMITED 





tial G&G a 


PARTITION -ettes*{ 
OFFICE-ettesit 
EXECUTIVE FURNITURE... 


and the most complete line of 

















Modular Furniture Components... 
all in steel or genuine wainut. 


Write for full color brochure showcasing Arnot Components . 
and booklet entitled, “A New Way of Life in the Office” 


CET. TS 


ARNOT-JAMESTOWN DIVISION 


Aetna Steel Products Corporation 
Jamestown, New York 


For More Information Circle No. 217 
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JULIUS KLEIN, Pres, Gas TWO NATIONAL “31's” handle all General Accounting: Accounts Receivable, 
Appliance Mfrs. Assn., Pres., Accounts Payable, Sales Analysis, Tax Reporting, General Ledger, etc, A National 
Caloric Appliance Corp. 142 is used for Payroll Writing and Labor Distribution. 


“Our ational System 
saves us ‘26,000 a year... 


pays for itself every 12 months!” 


—Caloric Appliance Corp., Topton, Pa. 


“Our experience with National machines has been extremely J” your business, too, National ma- 

gratifying,”’ writes Julius Klein, President of the Caloric Ap- chines will pay for themselves wit 

pliance Corp., and an outstanding figure in the appliance the money they save, then continu 

industry. ““Our National System saves us $26,000 a year in savings as annual profit. Your nearb 

labor cost and tabulating rentals. National man will gladly show hot 
“Two ‘Class 31° accounting machines handle all our General much you can save—and why your 

Ledger, Accounts Payable, Accounts Receivable, and miscel- operators will be happier. 

laneous accounting. This efficient combination of Nationals 

keeps all our records accurate and up to date Our monthly 

reports are always on time. STRADE MARK REG. U S PAT OFF 


“Our National System has ‘ Ve ‘ 
so improved our accounting ‘ 
efficiency that it pays for Pres., Gas Appliance Mfrs. Assn.; 
itself every 12 months!” Pres., Caloric Appliance Corp 
ACCOUNTING MACHINES 


THE NATIONAL CASH REGISTER COMPANY, payron 9, oni0 ADDING MACHINES « CASH REGISTERS 
989 OFFICES IN 94 COUNTRIES 
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THe Orrice—June, 195 





: 


le, 


nal 


— 


ing will be profitable. It would cost as 
much as $50 to redraw a worn-out engi- 
neering tracing. For what it takes to 
redo a single drawing manually, thou- 
sands of drawings can be protected by 
microfilm, and those which wear out can 
be replaced with photographie vellum 
prints as needed. In actual experience, 
these prints have proved just as usable 
as original tracings. 

Microfilming has become a fully flex- 
ible medium. Where alphabetic filing is 
indicated, as in personnel or medical 
records, for example, the film can be set 
up in jackets which may be handled just 
as easily as original file folders—in only 
2% of the space. 

After you decide that filming is of 
value, frequency is the next considera- 
tion.- If your records are of a nature 
where microfilming should be done at 
regular and fairly frequent intervals, 
you are probably better off buying or 
renting a microfilm camera and having 


In addition to its 
plant facilities, Gra- 
phic maintains a 
vault for remote-area 
storage of some 50 
million microfilmed 
images. 
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the work done by your own staff. 

If, however, the nature of the job is 
such that records can be stored for an 
annual or semi-annual buildup during 
which work is brought up to date, then it 
may be better to look to an outside con- 
tractor — sidestepping the personnel 
training problem for a job which comes 
up only intermittently. 

It is also possible to mix the two 
methods profitably. For example, a 
service organization could be brought in 
to film an existing backlog and then the 
regular program could be taken over by 
company personnel. 

With the mechanies of getting docu- 
ments onto film, as with the handling of 
the finished film itself, there is complete 
flexibility today. If you look your com- 
pany’s situation over carefully, the 
chances are better than even that there 
is a microfilming application which will 
benefit your company—no matter how 
small, 





ROYAL announces 


Exclusive features include Twin-Pak, the clean and 


Never before has a standard office , 
typewriter offered such brilliant typ- 
ing speed and convenience... with 
such brilliant-looking results. 

New Twin-Pak even makes ribbon 
changing a “‘cinch.’’ You do it in 
seconds and never touch the ribbon. 
So no more smudgy fingers, 

And Royal’s new “brilliant action” 
is light as a whisper... fleet as a 
breeze. Keys have a faster, more com- 
fortable ‘‘feel’”’ because the touch is 
lighter, tailored to the length and 
strength of a girl’s fingers. 


For More Information Circle No. 
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a brilliant new typewriter! 


easy ribbon changer that takes the dirty work out of office typing 


And try that new carriage return 
... but lightly! See how it whips back 
# at the lightest touch, 

Fact is, everything’s easier on this 
brilliant new Royal Typewriter. 
Paper always goes in straight and 
square. Won’t slip when a girl flips 
the paper release. There’s an Easy 
Out Cylinder... quieter actions 

A famous color stylist created those 
lovely Royal-tone hues to banish eye 
glare, brighten up typing. In Cameo 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 


Pink, Sea Blue, Willow Green, Sand- 
stone or Pearl Gray. 


Interested ? 

Discover how this brilliant new 
Royal will improve your typing pro- 
duction. And a girl’s morale. Call 
your Royal Representative for a free 
office trial. 


GYAL standard 
NYA typewriter 


For More Information Circle No. 193 
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Accounts Receivable System 
Provides Sales Analyses 


A. K. MAXWELL, JR., President, Maxwell Brothers, Inc., Chicago 


N ACCOUNTS RECEIVABLE pro- 

cedure complicated by several spe- 

cial sales analysis requirements, is 
accomplished in our Chicago office in 
only a small fraction of the time it 
formerly required. Responsible for this 
reduction in paperwork is a simplified 
system which has eliminated posting 
problems, and expedited credit authori- 
zation and follow-ups. 

Some measure of the success of our 
new accounts receivable operation is 
evident in a comparison with our former 
procedure, which employed a machine- 
posted ledger record. Difficulties which 


Clerk removes invoice 
from file pocket, No 
posting is necessary 
when remittance 

is received. 


frequently arose at month-end closings 
delayed processing of a new month’s 
business by 15 to 25 days, and at times 
up to a full month. Our accounts re- 
ceivable operation now is up to date atj 
the end of each month. An actual timing 
record, which has been kept since the 
system was put into use, shows that 
proof of the trial balance at the end of 
each month takes only four to six hours. 

We are one of the nation’s largest in- 
dependent manufacturers of corrugated, 
cleated-corrugated, plywood, nailed and 
wirebound boxes. Handling approxi- 
mately 1,500 orders a month, we ship to 





Cut Duplicating Costs 
MAKE YOUR OWN NEGATIVES 


“nush button” operation 


You can save 50% to 70% on the 
cost of line and halftone negatives— 
and speed up production 5 to 50 
times — by putting even complex 
jobs on press in a matter of minutes. 
Compact Kenro ‘Vertical 18’’ has 
simplified controls, automatic fea- 
tures which make it easy for anyone 
to use. 


Handles up to 14” x 18” negatives. 
In practical form sizes equals a 16 x 
20 camera, has twice the capacity of 


11 x 14, more usefulness than 14 x 
17. Finest Goerz lens assures sharp, 
high quality results. $1250 complete 
with lens and lights ready to use. 
Write for Bulletin 56 which gives 
full details, all applications and 
shows exactly how a Kenro “‘Vertical 
18” can improve your duplicating 
procedure. Available from dealers 
everywhere. 


KENRO GRAPHICS, INC. 25 Commerce St. 


Dept. F, Chatham, New Jersey 


KENRO Vortital 19’ camera 
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WAUSAU 
1s the IMPRESSION PAPER for you! 


For offset, for stencil duplicating, for spirit or gelatin 
process . . . when the job calls for clear, sharp, easy- 
to-read impressions : . . select one of the WAUSAU 
IMPRESSION PAPERS to do a better job for you. 
Specially treated surfaces . . . new, brilliant white . . . 
and fresh, modern colors are some of the reasons for 
Our 58th year selecting WAUSAU IMPRESSION PAPERS for sales letters, 
folders, announcements, reports, office forms and many 
other business uses. 
The complete Wausau Impression Paper 
line is available nationally through 


authorized distributors and stationers. 
® 


Artisans of WAUSAU PAPER MILLS CO. 
Fine Papers General Sales Offices 
MILLS at 111 W. Washington Street, Chicago 2, Illinois AX 


BROKAW, WISCONSIN Member — Wisconsin Paper Group 


For More Information Circle No. 218 
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nearly 1,000 customers from our plants 


in Chicago, Macon and Albany, Ga., and 
Jasper, Fla. The firm was founded in 
1913 by A. K. Sr., 
products are used by manufacturers all 
over the world as containers 


Maxwell 


for most 
products, appliances, glass goods, candy, 
canned food, machine parts, frozen food 
multitude of other 
items. For these containers our 800 em- 
ployees scientifically laminate corrugated 


coneentrates and a 


parts for maximum strength, and pro- 
duce millions of feet of veneer for wire- 
bound boxes at our Macon plant. 

This diversification of both geography 
and product was one of the factors 
which delayed our old accounts receiv- 
able process. Separate sales totals were 
required for each plant. Furthermore, 
with sales of a product such as wirebound 
boxes on a royalty basis, an exact ac-~ 
counting of various sales classification 
figures was required at month’s end. 

Installation of Remington Rand’s 
Simplified Unit Invoice Accounting Plan 
(SUIAP) facilitated the production of 
these analyses and speeded up the gen- 
eral accounts receivable process. We re- 


A. K. Maxwell Jr., president 
of Maxwell Brothers,  Inc., 
stands by one of the wire- 
bound box machines which 
help make his firm among the 
largest independent manufac- 
turers of corrugated, cleated- 
corrugated and  wirebound 
boxes. 
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and our 


placed time-consuming debit posting with 
the simple insertion of a ledger copy of 
the invoice into a specific pocket within a 
Kolect-A-Matie tray. Now we do our an 
alysis computations as we put away 
our invoice paper each day. This elimi 
iates the double-handling of each order 
once while making the analysis and again 
while posting figures—as formerly was 
necessary. 

Since the ledger is made up of invoice 
copies, we have complete information 
on every change available, to credit per 
sonnel and others in the office. In a 
posted ledger, of course, only a partial 
listing of this information would appear. 


With all 


there can be no transcription errors. 


written posting eliminated, 

The changeover to our new system 
was affected with a minimum of effort 
on our part. All the clerical work in- 
volved was done by the systems sup- 
plier’s business services department. 
They also solved what might have been 
a real problem involving the old ma- 
chine posted ledger sheets used with the 
previous system. A few of our accounts 
still under this old 


were outstanding 








NAME 
COMPANY 
ADDRESS 


NE PERSON 


~~ 


» 
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vin —SHaplex 
the proven automatic 


Electric Stapler! 


Note: Staplex is now available in 
Color! Choice of Suntan, Mist Green, 
Dust Blue, Marine Gray, Coraltone 
(pink) and Black. 














Completely automatic, STAPLEX staples in- 
stantaneously upon insertion of work. Port- 
able, plugs in anywhere! Perfect split-second 
stapling every tim No tiresome hand or foot 
controls. . . . Both hands free to work with — 
simple, quick-set accurate adjustment up to 
44" depth. Uses standard staples. 

Thousands in use in every type of business 
— get a free demonstration of STAPLEX doing 
your work, saving money for you, now! 


=Sroplex . . . the fastest... 


easiest . . . savingest way to staple! 


THE <Sfeplex COMPANY 
775 Fifth Ave., Brooklyn 32, N. Y. 


( Show me STAPLEX in action! 
(J Send me further information 














| system, and the problem arose from the 
| fact that the ledger sheets were too 
| large to fit in the new file pockets. Re- 
| duced photocopies were made of these 
old sheets so that they could fit in the 
new pockets. These, of course, were re- 
| moved as soon as they were in zero 
balance. 

In practice, our system becomes most 
useful even before the invoice for any 
given order is prepared because we use 
it as a close control over credit authori- 
zation. Within the file pocket for each 
customer is a credit history eard listing 
all pertinent information, including the 
highest credit permissible and the cus- 
tomer’s average time-to-pay. This card 
and unpaid invoice in the pocket enable : 
the clerk to make routine credit authori- 
zation at the point where the invoices 
will be filed. Thus, our credit manager 
is relieved of work on all but question- 
able authorization, and he has more time 
to devote to delinquent accounts. This 
latter part of his job is facilitated by 
the use of movable signals to indicate 
such accounts. 

Our invoices are prepared in a six- 
part form. Three copies are used as in- 
voices, two are destined for the sales- 
man and sales department and the other 
is the ledger copy. Each day the ledger 
copies are forwarded to the accounts 
receivable clerk and are filed alphabetic- 
ally by sales classification. After sales 
analysis figures are recorded, totals of all 
transactions are noted on a central card 
which provides the accounts receivable 
figures used in our monthly trial balance. 

Since entering of charges simply is a 
matter of placing invoice copies in the 
proper customer pockets, the copies 








henceforth actually comprise our ledger. 
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HERES HOW... 


Hooker Electrochemical 


The company’s previous order- 
writing system involved much 
repetitive writing. This was cor- 
rected in a new automated system 
that also saves time and errors, 
processes orders faster and pro- 
duces statistical reports more 
efficiently. 


The Flexowriter starts the chain 
of automated procedures. The in- 
put is fed into it: constant infor- 
mation from the customer’s 
master tape and variable informa- 
tion from the salesman’s order. 
The output shows in Moore forms 
and in by-product tapes that 
activate punching or writing 
machines. 


A Moore 10-part Order and a 5- 
part Invoice were designed to 
make the system, dovetail, and 
copies carry information or in- 
structions to every location 
needed. A statistical tape, con- 
taining selective information, 
prepares punched cards and, from 
these, monthly and yearly reports 
and special analyses are run off. 


on ——2 


NIAGARA FALLS, N. Y. 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 


processes orders faster 


The Moore man, using Moore 
facilities, helped Hooker with sci- 
entific design and manufacture of 
forms to fit the system of Auto- 


mated Data Processing. 


If you would like to 
read the details in this 
bookiet, write on your 
Company 
to the nearest 
office below. 


letterhead 
Moore 


to- MOORE BUSINESS FORMS 


DENTON, TEX. - 
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Invoices are inserted so that the oldest 


outstanding charge 


is the top copy in 
each pocket. If there is no other out 
standing charge when an invoice is put 
in place, the clerk the movable 
Graph-A-Matie signal in the visible edge 


at the top of the pocket over the current 


sets 


month. If an older invoice already is in 
the pocket, the signal remains stationary, 
indicating the month in which that in 
voice was due. 

The signals assure that we always have 
an up-to-date visible record of the age 
of all our accounts. Credit personnel 
merely glance down the Graph-A-Matic 
chart to determine which accounts are 
delinquent. This check is made every 
other week to determine payments that 
are 30 to 60 days past due. On the basis 


of what the chart shows, notices of past- 


due payments are 
When 


delinquent payment, the credit manage! 


sent out. 


the time comes to press for 

has before him all the information which 
appears on the invoice. Open item state- 
ments, which enable the customer to see 
the age of the oldest items and check his 
records carefully regarding them, 
This 
the 
looking through hundreds of paid-up ac 


are 


readily prepared. ease in credit 


procedures, without necessity fot 
counts, has been a big factor in reducing 
the number and duration of delinquent 
accounts. 

remittances 


Vhen received, the 


clerk removes the invoice from the file 


are 


pocket, date-stamps it as paid, notes any 


discount or moves the 


allowance, and 
signal to the next outstanding month or 


to a neutral position if no other invoice 


PAYS 
FOR ITSELF 
IN 30 
DAYS 


ER 
CALCULER-D_ NEV 08 


One of the greatest time savers 
offered payroll clerks, a: titors 
and bookkeepers since F.i.C.A. 
and Withholding Tax went into 
effect. Used by concerns em- 
ploying from 20 to 20,000. 


revisions. 


FOR ANY PAYROLL SCHEDULE 


DAILY * WEEKLY * BI-WEEKLY * MONTHLY * SEMI-MONTHLY 


Uses government approved calculations 
See your local stationer or 


soueTe 

Interchangeable 
drums permit chang- 
ing charts for tax 


write direct to 


AYRES CORPORATION, BOX 108], WILMINGTON, CALIF. 


Why toil with dog-eared charts 
and reams of figures, when pay- 
rolls can be so simple... 


THE AYRES WAY 





SOLD ON 
30 DAY TRIAL GUARANTEE 


A twist of the fingers... and 
complete F, |. C. A. and With- 
holding Tax deductions appear on 
a single line...Saves 50% time. 
“Tested throu gh use 
by bedding concerns.” 


For More Information Circle No. 264 
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Reports copied in 4 seconds! 
































No chemicals! No negatives! 


Now! Do 90% of your office copying with the 
THERMO-FAX “‘Secretary’’ Copying Machine. 
Exclusive All-Electric process is entirely dry . 
eliminates all chemicals, negatives. You copy original 
material right when you eed those copies most for 
as little as 4¥¢ per copy. Send for details now. 


Thermo-Fax 


BRANO 


Copying Products 


a se The terms THERMO-FAX and SECRETARY are trade- 
g % marks of Minnesota Mining & Mfg. Co., St. Paul 6, 
A comranl 








Minn. General Export: 99 Park Avenue, New York 16, 
N.Y. In Canada: P. O. Box 757, London, Ontario. 


Minnesota Mining & Manufacturing Company 
Dept. ES-67, St. Paul 6, Minnesota 


Send complete details on the time-saving, money-saving THERMO-FAX 
Copying Machine. 


Name 





Company 
Address 
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High Speed ADDRESSING 
from PUNCHED CARDS 


Publishers, direct mailers, associations, ad- 
dress directly from Scriptomatic card 
masters (IBM, Remington-Rand, Samas, 
etc.) to tape, wrappers, envelopes, book- 
lets . . . from one machine . . . with these 
advantages: 


1 Low cost card masters 
2 Automatic in-filing and extraction 


3 Mechanized statistical audit. 


Write for File “Scriptomatic Methods.” 


SCRIPTOMATIC, Inc. 
306 North lth Street, Phila. 7, Pa. 
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is on hand for the customer. If a partial 
payment is received, the clerk fills out a 
partial payment form in duplicate. The 
original is used as an invoice in figuring 
the day’s receipts, while the duplicate is 
attached to the invoice copy and re- 
turned to the pocket as a credit. 

Other discrepancies between the in- 
voice and the amount received are 
handled with similar ease. For example, 
if one of our customers computes a de- 
duction incorrectly and does not send 
a check sufficient to cover the invoice, 
a debit notice is filled out by the clerk. 
The original is filed in the pocket, at- 
tached to the invoice copy as an unpaid 
charge; the duplicate is used for the 
day’s computations, and a copy is sent 
to the customer as a notification of what 
has happened. 

If the customer should overpay, per- 
haps as the result of failure to take a 
discount, a credit note is prepared. The 
original is placed in the file, the dupli- 
cate is attached to the invoice copy and 
used to total the day’s transactions, and 
a third copy goes to the customer. If 
an overpayment should create a credit 
balance in the customer’s account, the 
signal is moved to the extreme right of 
the chart to indicate this. 

At the end of the month, only a few 
hours are needed to make a tape listing 
all invoice totals and other data such as 
partial payments, debit and credit notes. 
This is compared with the control card 
prepared on a daily basis. If they do not 
halanee, errors are discovered by check 
ing each component of the system—sales 
figures, cash receipts, credit and debit 
names, and pick-up of figures on the 
control card. 

The versatility of the operation is 


THe Orrice—June, 1957 








“On this one job, a THOMAS COLLATOR 


saves 52) hrs. every month!” 


“At Allied Purchasing Corp., we use a 
Thomas Collator to help link our chain 
of 85 department and specialty stores. 
“The machine’s value to us was easily 
seen in the collating of our monthly 
departmental summary. Originally, this 
job took 12 hours... for a total of 
60 hours. 


“With our Thomas Collator, one girl 
completes the assignment in 7% hours, 
saving 52% hours—about 88% —on 
this one job alone!” 


W. 
Troonne 
Cdeswes . 


More in use than all 
other makes combined 


Copyright 1957, Thomos Collators, Inc. 


ALLIED PURCHASING CORP. 
New York, N. Y. 


You, too, can increase efficiency, perk 
up office morale and cut costs by at 
least 50% with a Thomas Collator. And 
only with Thomas do you have the pick 
of two complete lines—electric-powered 
and mechanical! There’s a big price 
advantage too! Thomas Collators cost 
less per bin than any other collator.. . 
bar none! 


Send today for the full story... simply, 
completely told rn our new fully colored, 
illustrated brochure. 


Thomas Collators, inc., Dept. B 
50 Church Street, New York 7, N. Y. 


At no obligation, please send me: 


() FREE New Full Color Brochure 
(C1 FREE Collating Cost Calculator 
() Demonstration at my convenience 


Ne acct tpcnicetctinicinictcialiiiatasnitiaain 
(Please Print) 


COMPANY 
AODRESS. 
city 
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Because Facit gets results— 
quickly and easily. Solves any 
problem single-handed, with 

the ten fastest keys to calculating 
ease. The fully automatic Facit 
—multiplies, divides, adds, 
subtracts—and does it all 

with the five fingers of one 


nimble hand. Aye—an eye 


for figures is an aye for Facit! 


v0 


FACIT INC. 404 FOURTH AVE., N.Y. C. 16, OR 235 MONTGOMERY ST., SAN FRANCISCO 


SOLD AND SERVICED IN MORE THAN 100 COUNTRIES . INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 
For More Information Circle No. 273 
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it figures... 


Positively —the fastest and surest 
result when you’re figure conscious. 
Odhner was the first adding 
machine to make figuring easy with 
automatic multiplication. Now 
another Odhner first is the 
exclusive, time-saving Automatic 
Short-Cut—never more than five 
prints for any figure. Be confident, 
count on Odhner—it figures! 


ODHNER—MNanua! and Electric Adding Machines 
FACIT INC, 404 Fourth Avenue, N.Y.C. 16, or 235 Montgomery St., San Francisco 


SOLD AND SERVICED IN MORE THAN 100 COUNTRIES © INTERNATIONAL EXPORT OFFICES: ORIGINAL-ODHNER, GOTHENBURG, SWEDEN 


For More Information Circle No. 272 
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M-8200 
with the 


luxury lorge sect 


creates 


a great clerical posture chair 


This is the peerless clerical posture chair, a triumph 
of METAL-LUX design and craftsmanship. Incorpo- 
rates MILWAUKEE'S exceptional posture comfort 
advantages coupled with an extra-large seat. Fea- 
tures a virtually indestructible all-steel frame and 
base, stainless steel scuff plates, a superior spring 
unit seat, cushioned hinged back rest, tilting back 
support, and velvet-silent service. Unquestionably 
the finest clerical posture chair available in metal. 


Write for the complete profit details covering the 
METAL-LUX Model M-8200 Clerical Posture Choir 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Compbell Ave., Chicege 12, Illinois 
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such that we are able to handle with 
equal facility our smallest customer and 
a complex large national account. Large 
customers are listed in the file trays by 
cities and, in fact, we have as many as 
100 pockets with headings representing 
each of a large aeccount’s various offices. 

We also are able to handle accounts 
which buy with 
About 80% of our customers order at 
least once a month. We pull out those 
who do not year. New 


customers, for whom there is no listing 


varying frequency. 


order within a 


as yet, are filed in a miscellaneous listing 
within each alphabetical group. Signals 
date even this group of invoices. Trans- 
actions involving sale of scrap paper and 
interplant transfers are placed in the 
miscellaneous pockets and handled as 
regular business for purposes of the 
trial balance. 

Paid-up invoice copies are filed for 
18 months in the bottom drawers of our 
file desk units. This filing is done at the 
end of each month, at which time in- 
voices more than 18 months old are dis- 
earded. We consider it most important 
that both current and back invoices are 
safeguarded in these safe-desks, which 
protect our vital records against fire at 
the point of use. 


While the system has cut down our 


clerical expenses and increased accuracy, 


it also has placed credit matters on a 
current We often found before 
that by the time credit information was 
prepared for us, it was too late to do 
much about it. Another beneficial effect 
on internal company relations is that 
we have speeded dispatch of commission 
checks to 


basis. 


our salesmen 
quite appreciative. 


and they are 
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Bryan 
FAST FILING PLUS PROTECTION 


ONLY SPACEFINDERS give you the speed, convenience, 
and economy of shelf filing in a complete, enclosed unit with 
the dust, dirt and fire protection of drawer files. 









See how girl can instantly read thou- 










sands of side tabs—clearly visible, \ 
readily accessible. At left; note hand- 
some modern design, neat appearance | 


with doors closed. 


Find out how Spacefinders pay for 
themselves once a year—by saving 
you time, space and money every day! 


rAE 


rrRopw 










(Lid ha dhhthstsststssstsitssda 


TAB PRODUCTS CO. 
995 Market Street, San Francisco 3 


At no obligation, send 24 pp. Spacefinder brochure 


<-o. 
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Better Letterheads 


Faster - Easier with 


3M Photo Offset Plates 


This letterhead printed on Gilbert 25% Rag Content 
Bond by Democrat Printing Company, Madison, Wisc. 


Letterhead printing demands careful handling yet it must be on 
and off the press in minimum time to keep costs down! 

Top quality, with minimum pre-run preparation are proved 
benefits of 3M Photo Offset Plates. Presensitized, these plates are 
ready for smmediate exposure. Halftones and solids print accurately 
because 3M Plates have a smooth, grainless surface. 

Print one or more colors on any letterhead stock with complete 
assurance of high quality and true economy. Call your 3M Photo 
Offset Plate dealer for full information on how 3M Plates save 
you money and produce better, faster runs. Write Minnesota 
Mining and Manufacturing Co., Dept. ER-27S, St. Paul 6, Minn. 
for FREE 3M Excellence of Lithography Award samples. 


eS 


CATALOG PAGES BROCHURES MANUALS SALES LITERATURE 


3M Photo Offset Plates 


aN hee registered trademark ot Minnesota Mining and Man- 
vfacturing Company, St, Pa 6 Spree Conmres Steer: 2¢ 
Park Avenve, New York te, ¥.in Canad: London, ntario, 
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ROUNDUP of day-to-day employee 
problems and how they were han- 
dled by management. Each inci- 


Right or Wrong 


IN EMPLOYEE RELATIONS 


dent is taken from a true-life grievance 
went to 
some principals have been changed. 


which arbitration. Names of 


Can You Discharge an Employee 


Who Turns Down a Promotion? 


WHAT HAPPENED: 


Sylvia Green wasn’t a ball of fire, but 
for four years she did a fair job at her 
work. One day, she was promoted to a 
job with more responsibility and was 
very unhappy about it. “This is a ‘pres- 
sure’ job,” she told the office manager, 
“and I’m afraid I can’t handle it.” The 
office manager paid no heed to Sylvia’s 
anxiety. It soon became evident that 
Sylvia’s fears were well-founded. In a 
year she made four costly errors. She 
was fired. 

When this happened, she protested: 

1. I told my supervisor that I couldn’t 
handle more responsibility. 

2. If I didn’t make good, I should 
have been transferred to a job which is 
“emotionally suitable” for me. 

The company came back with these 
arguments: 

1. We are not in the psychiatry busi- 
ness. If the employee cannot stand re- 
sponsibility, that’s not our problem. 

2. We can’t keep people who want to 
stay in a rut. If we did, our business 
would stagnate. 
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Was the Company: 
RIGHT [1 WRONG 
WHAT ARBITRATOR LANGSTON T. 
HAWLEY RULED: “It is the arbitra- 
tor’s conviction that the pressure under 
which Sylvia Green was working is 
that to which any employee is subject 
when she is doing a job she did not 
want in the first place and for which 
she is not particularly suited by ex- 
perience or temperament. Miss Green’s 
unrefuted testimony reveals that she 
had certain anxieties about the in- 
creased responsibilities which help to 





explain the deficiencies in her work 
performance. 

“In view of the foregoing circum- 
stances, it is the arbitrator’s opinion 
that the company, instead of discharg- 
ing the grievant, should have made a 


greater effort to transfer her before 


permitting her work errors to become 
so numerous. Certainly, the mutual in- 
terests of the parties would have been 
better served by transferring Miss Green 
to more suitable work. Accordingly, 
it is the arbitrator’s judgment that she 
should be reinstated by the company.” 


Can You Fire an Employee for Defending 


Himself in a Fight on Company Property? 


WHAT HAPPENED: 
Sam Edon worked in the shipping de- 
When a truck 


backed into the loading platform, Edon 


partment. company 
yelled: “Hey, you mug. You can’t park 
there.” 

The driver, Jim Forrest, took this as 
an insult and jumped out, fists flying. 
Edon, who was no powder puff, took up 
the challenge. The fight lasted for over 
15 minutes, with both men slugging it 
out. only fists, but 
hammers, boxes and chains—a real bat- 


They threw not 


tle—Hollywood style. Edon won, but his 
reward was a discharge notice. Forrest 


Th 
| | 


got one, too. Edon protested: “I didn’t 
start the fight 
self.” 


The company agreed that this was so, 


[ simply defended my- 


but maintained that it was Edon’s duty 
to fend off 
indulge in a lengthy battle, using com 


Forrest’s blows and not to 
pany equipment as ammunition. 


Was the Company: 
RIGHT [] WRONG [ 
WHAT ARBITRATOR MARION 
BEATTY RULED: “If I were satisfied 
that Edon was an unwilling participant 
trying to disengage himself, and re- 
turned just enough blows to protect 
himself, I would probably hold for him. 
I am inclined to agree with his posi- 
tion that it should not be necessary 
for him to ‘take a dive’ or ‘run like a 
rabbit’ in order to keep his job. 

“There were other witnesses to the 
incident and, by their testimony, I am 
convinced that both men were angry 
and both were willing participants in 
a fist fight on company property for a 
minimum of 15 minutes. It was a real 
fight, not just horseplay or any push- 
ing, powder-puff affair. I am satisfied 
that either party could have suspended 
hostilities in much shorter order or 
‘stepped outside’ and off the premises 
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The Amazing Vanguard Magnetic 








sound Leller Weiler 


WITH EXCLUSIVE DUPLICATE COPY FEATURE 


A Vow Eva 


in ictation 


Used and Acclaimed in Over 35 Countries 
as the World’s Finest 
Dictation-Transcription Instrument 


Exclusive Distributor Franchises are now available in 
certain areas of the eastern United States. 


For more information write to... 


VANGUARD BUSINESS MACHINES D/VIS/ON 


150 SVLVAN AVENUE -* ENGLEWOOD CLIFFS N° Ss F UMW RESEARCH CORPORATION 


LOwell 7-2770 1010-830 FIFTH AVENUE-N-Y: 
For More Information Circle No. 216 
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Better in every way 
for typewritten copies 
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PULL OUT Styl 





Pt Cc Kk e r No lost time separately counting carbons and second 

Cc U ! sheets and then aligning them. Copies extracted from 
carbons in one simple motion. 

bt Simplified counting of pre-aligned sets . . . just count 

e aS H e r number required and place with the original or 
letterhead. 

Cc | e a n e r No smudging of carbon . . . every copy is sharp, clean 
and extremely legible. Typists keep cleaner too . . . 
no need to handle carbon surface. 

saf = r The positive method for producing typewritten copies. 
Every copy is usable . . . no throw-aways and re- 
typing because of poor impressions. 

Cc h ray a eo r The speed and ease with which the finest quality type- 

p written copies are produced using Huron Copysette 


means substantial savings in both time and money. 





Write today for address of the stationer nearest you handling Huron Copysette. 


PORT HURON SULPHITE & PAPER co. i. STATIONERS ... We invite your inquiries. Send for 


Port Huron, Michigan , samples, descriptive literature, and price list. 





Please send to me without obligation free samples 


! 

U 

1 

! f HURON COPYSETTE , 

' . of HI N i Dp PORT HURON 
‘ ame__ ° . Ais 

7 i q SULPHITE & 

, Company C 

: Street 1 7 aA. ® PAPER co. 

: , PORT HURON, MICHIGAN 7 
1 City— Zone State r 


For More Information Circle No. 203 
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in much less than the 15 minutes, and 
with fewer blows if either one had not 
been so angry. Every mature person 
must know that engaging in a violent 
fist fight on company premises is detri- 


mental to the business, can be injurious 
to property and persons, and that it 
cannot be condoned. I find that the 
company had sufficient cause for the 
discharge of Edon.” 


Has Management the Right to Talk to an Employee 
Without the Presence of a Union Official? 


WHAT HAPPENED: 
Doris Hunter didn’t hit it off 
her supervisor. 


with 
When the supervisor 
assigned Doris to some new work, the 
latter put up an argument. “I’ve had 
just about enough of you,” complained 
the supervisor. “Come upstairs to Mr. 
Hamilton’s office right now. I’m going 
to recommend that he discharge you.” 

“I’m not going anywhere without my 
shop steward,” Doris replied, and she 
left her desk, ostensibly to look for the 
union official. Thereupon, the supervisor 
The company 
this 


fired Doris on the spot. 
backed up the supervisor on 
ground : 

1. The employer has an unfettered 
right to talk with an employee privately 
at any time during working hours, pro- 
vided it does not talk about union mat- 
ters. 

2. At the time the supervisor asked 
the employee to go to the manager’s 
office, there was not, and could not have 
been, any grievance or union matter 
pending since no disciplinary action had 
yet been actually taken. 

3. The employee, by her actions, was 
grossly insubordinate. 

Was the Company: 


RIGHT 0 WRONG 
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WHAT ARBITRATOR’ THOS. J. 
REYNOLDS RULED: “The basic prin- 
ciple that an. employer may talk to 
an employee privately is perfectly 
sound. In the circumstances, however, 
the principle seems to be irrelevant 
since a grievance was clearly existant 
as far as the employee was concerned. 

“Doris Hunter had been informed 
that her supervisor was going to recom- 
mend her discharge to a higher authori- 
ty. To argue that Miss Hunter techni- 
cally could have had no grievance, until 
a formal act of discharge occurred, is 
to distort the common-sense purpose 
of the grievance procedure developed in 
modern collective bargaining. I order 
reinstatement.” 








You Get Things Done With 
Boardmaster Visual Control 





'e Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

- Facts at a glance—Saves 
Money, Prevents Errors 

+ Simple to operate — Type or Write on 
Cards, Snap in Grooves 

‘* Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 150,000 in Use 


Complete price $4g50 including cards 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 
For More Information Circle No. 252 


Time, Saves 


Traffic, 


Inventory, 


24-PAGE BOOKLET NO, F-500 
Without Obligation 





FOR AND ABOUT 
PART TIME PERSONNEL 
IN NEW YORK CITY... 


. . » You can clear up peak load problems 
in your office by using SIGNAL to supple 
ment your regular office staff. For typists, 
clerks, etc., by the day, week or month... 


SIGNAL MUrray Hill 7-1934 
SIGNAL OFFICE SERVICES, inc. 
415 Lexington Av., New York 17, N. Y. 











For More Information Circle No. 253 
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Forms Control Unit 


(Continued from page 89) 


especially in larger installations. For 
such purposes a duplicate card file can 
be maintained, using either standard 
cards, Keysort or interpreted punched 
cards, depending upon the size of the file 
and its reference potential. One set of 
these cards is filed by the method of 
preparation: typewritten, handwritten, 
tabulated, duplicated or photocopied. In 
some businesses or industries, certain 
methods of preparation might be more 
prevalent than others, creating a burden- 
In that 


further 


some category within the above. 
the 


broken down. 


case category might be 
The duplicate set of eards 
is filed under department or plant pro- 
ducing the forms. Here again if one 
segment of the file becomes unwieldy, 
such as manufacturing, break it down 
by product, plant, manufacturing de- 
partment, ete. 

When these cards are prepared, type 
them in duplicate for filing, as described 
above, with all information pertinent to 
the form: its use, method of prepara- 
tion, frequency of preparation, number 
of parts, department or plant to which 
If mechanical 
cards such as Keysort, E-Z Sort or 


each copy is sent, ete. 


punched cards are employed, a code sys- 
tem will afford quickest access to sorting 
out of whatever type document is being 
studied. Punch into these cards every 
means and method by which groups may 
be sorted out of the whole. Some of that 
information normally is branch office or 
plant code, multiple forms as opposed 
to single copy forms, forms eventually 
destined for the customer, ete. It is also 
advisable to punch the form number so 
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ONCE THE NEWEST 
THING IN 
DUPLICATORS... 

NOW ITS 


REPRODUCES 
FIVE COLORS 
AT ONE TIME! 


$198.50 


plus F.ET 
F.O.B. Chicago 


Other models from $157.50 up 
electric model at $349.50 


the ALL-NEW Cey-nete 


== SILVER-STREAK 


@ Streamlined, Modern Design @ Pre-Set Side Guides—Fixed 


®@ Exclusive “Margi-Set” Auto- Position Assures Accurate 
matic Raising and Lowering Alignment always 
Copy Can be Positioned While @ Exclusive Quart Capacity Fluid 
Operating Duplicator. Supply. Less time on refills 
@ Composition-faced, long-wear with No Evaporation 
Side-grippers. Outlast all others Five Position Intensity Control 
——Positive Single Sheet Feed. = Frasy Visible Fluid Supply 


* WOLBER 
DUPLICATOR & SUPPLY CO. 


1203 Cortland Street « Chicago 14, Illinois 


Sanfrancisco Brooklyn 


For More Information Circle No. 166 
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hy should a reader 
of The Office Magazine 


be interested in this 


Stenorette ad in the May 
Reader's Digest? 


eeeeeese*e*enseeeseeseensees8eee 


Because we know these important facts can make a significant difference in your business 
machine picture! 


1. That this astounding machine has gained nationwide sales acceptance in only two years— 
the most spectacular success story in business machine history! 


2. That because Stenorette’s success is national—in every major city {including yours) there’s 
a factory trained Sales / Service office ready to sell, instruct and keep your machines in perfect 
working order for years to come. 


3. That hundreds of major corporations have chosen desk-side Stenorettes over all other major 
dictating machines. (Many office managers have told us that performance, rather than 
thousands of dollars in savings, was the mojor factor in their switch to Stenorette.) 


4. That you can't afford not to investigate the $179.50 Stenorette for your office situation 
right now. 


Try Stenorette yourself. For a visit without obligation from your nearest 
Stenorette Representative, write DeJUR-Amsco Corporation, Dept. 06, 
45-01 Northern Bivd., Long Island City 1, N. Y. 


For More Information Circle No. 155 








h 
Or dics 
N OWN the firs 
ug Machine 
Revolution 
Cordin 
or 30 Miny 
~ the 


Ca 
dictat), in I years! 
, 4gnetic tape re. 
2. Imagine! ‘ou’l] dictate 
tes Onto on Magnetic 
finest j for re- 
e 


r- 
You're always Sure wit), 


DevUR 


LONG ‘BLAND ciry * Cntcaco 

SEVER, y Mtiiaee TORONTO 

ry Ly ae ae OTS Oy ty 
Vederal Exeine .. 


a 








POSITIVE | 
CASH CONTROL 


Normally cash transactions require 
from 10 to 17 sheets of paper for 
positive cash control. NOW Amer- 
ican does all this with ONE system 
and only four sheets of paper com- 
bined with 





Available with 
Cash Drawer, too. 


American’s _ precision - controlled 
forms with guaranteed consecutive 
numbers and long-wear Superite car- 
bon or new NCR Carbonless paper 
give you POSITIVE CASH CON- 
TROL with speed, accuracy and 
economy. 
Send for Details 


657 E. FIRST ST. BOSTON 27, MASS. 
For More Information Circle No. 255 
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that, if the entire file became radically 
disorganized, it could be easily put back 
into form number order. 

A library file of sample forms re- 
ceived from manufacturers, conventions, 
other sources, 
This file might 


meetings and various 
should be established. 
be maintained on a construction basis 
down somewhat follows: 


as 


broken 
single copy forms, snap-out multiple 


forms, tabulating continuous interleat 
and single copy forms, fanfold forms, 
checks and drafts, envelopes and labels, 
punched ecards, miscellaneous forms such 
as time ecards, pegboard, needle sort, 
posting board, distribution slips, ete. We 
would suggest no differentiation in this 
file between spot carbon, NCR paper, 
sheet carbon, wax carbon, cut carbon, 
ete. 

For the recording and assigning of 
forms numbers, a bound book might be 
employed to note the numbers in ascend- 
the 
name of the form, date it was instituted, 
the fact that 
and that date, the number of the form 


ing numerical sequence alongside 


it was declared obsolete 


it replaced or by which it was replaced, 
ete. 

The foregoing cannot, nor is it intend- 
ed to, embrace all phases of forms con- 
trol for all types and sizes of require- 
ments, but rather to suggest a simple 
It should, 
however, provide a “jumping off place” 


format for such an operation. 


from which a good installation might be 


developed. As to the question of forms 


control per se, it has been proven many 


times that the investment in such a serv- 
ice will nearly always provide a return 
on that investment in the form of good 
housekeeping with a continuing extra 
dividend of dollar savings. 


THe Orrice—June, 1957 





company, inc. 


General Office and Factory: 

824 S. Western Ave., Chicago 12, Ill. 

EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK. N. Y. 
For More Information Circle No. 220 
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Perfect offset plates and dupli- 
cating masters produced, with- 
out odor or messy residue. Plates 
made with RAPID PRINTER 
have superior line definition and 
dot structure; images stay sharp 
longer. And—where speed is re- 
quired for heavy production— 
the automatic plate-maker will 
pay for itself in a few months. 
Extremely easy to operate, 
RAPID PRINTER is the orig- 
inal and only completely en- 
closed carbon arc lamp and 
vacuum printing frame com- 
bination. 


Get more facts. Contact 
your dealer, or write 
for bulletin 230B 





TYPEWRITER 
Royal MeBee Corp., Westchester Ave., 
Port Chester, N. Y., announces the 
Royal FP Standard Typewriter featur 
ing Royal’s Twin Pak clean-and-quick 
silhouette 
in a two-color design; keyboard features 


change ribbon; a low, modern 
and a 30% in- 
The 
twin plastic cartridges of the Twin Pak, 
plus a 


for ‘‘typing brilliance’’; 


crease in quietness of operation. 


modification of the typewriter’s 


ribbon mechanism, allows a clean ribbon 


change in a matter of seconds, Fingers 


never touch the inked ribbon, only the 
plastic cartridges, as the old 


ribbon is 
lifted out and discarded and the new one 
into Designed by Laird 
Covey and color-styled by Faber Birren, 


dropped place. 
the FP introduces gray as the color for 
base and sides of all five 
color choices of center panel. The Royal 


machines and 


tones are: gray and cameo pink; gray 


and sea blue; gray and willow green; 


gray 
gray. 


earriage 


and sandstone gold; gray and pear] 
Royaltone shades, brushed-chrome 
linespace lever and 
front plate are 
minimum of light, 


ends and 
the honeycomb-design 


treated to reflect a 
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eliminating glare and eyestrain and re 


The 


panels can be easily changed, to expedite 


ducing day’s-end fatigue. colored 
distributor needs. They can be shipped 
separately and attached on the spot to 
standard bases, according to demands. 
individual coil 
to the strength of the 
finger that operates it. The Deep Dimen 


keys are shaped to fit 


Each key has an 


spring matched 
sion the finger, 
with front section of each key cut away 
for fast from row to 
row. Accelerating type bars which travel 
fastest at the point of impact, and a 
ribbon carrier which stays in place until 


finger movement 


the type bar is ready to strike, are effort 
savers which produce better typing and 
copies. The Speed Spacer bar is sloped 
to fit typist’s thumb and will not bounce 
at high speeds. The fast carriage return 
with the instead of 
her. An lining makes 
the FP quieter in operation. 


works operator 


against acoustic 
-apers of 
any size feed straight and smoothly to 
the bottom edges of the page. One can 
type on top, sides and bottom edge of 
ecard. Four uni- 
form seales are built into the typewriter 


even a small business 
with zero at the same point on all scales. 
All levers move forward to release, back- 
ward to lock. The cylinder can be changed 
with one hand. So ruggedly constructed 
is the FP that it can be easily lifted by 
the cylinder Machine is 
working parts from 
dust. Shields catch erasure grit. Choice 
of three type Century, pica or 
elite. Each FP is delivered with a quality 
nylon ribbon. Royal’s new electric type- 


knobs alone. 


enclosed to 


protect 


faces: 


writer, being introduced simultaneously 
with the FP manual model, also features 
the quick-change ribbon, two-color styl- 
ing, and other FP features. For More 
Information Circle No. 116. 


THe Orrice—June, 1957 





WATERCOOLER 
Sunroe Corp., Glen Riddle, 
Sunroe Advanced 
conform 


-a., makes 
Watercooler, de- 
with modern style 
trends. A complete departure from estah- 
lished, 


the 
signed to 
conventional design, it provides 
new convenience and efficiency features 
in a custom-styled cabinet that combines 
beauty with strength. This is a versatile, 
all-purpose cooler in a wide range of 
models for all commercial and industrial 
applications, yet it is competitively 
priced, and economical for all commer- 
and industrial The Sunroe 


Advanced has a tapered front assembly 


cial users. 


comprised of center panel with side posts 
Standard cabinet 
but front 
panel is available in a choice of attrac 
front in- 


in contrasting finish. 


finish is gray hammertone, 


tive pastel colors. Tapered 
creases convenience in operating the foot 
pedal and makes the bubbler more easily 
accessible. All dual-control 


operation 


have 
furnished 
foot 
lifted up for easy cleaning, or 


models 
with a 
that is 
ean be 


and are 


specially designed pedal 


removed if not required. Designed to 


provide clean, fresh drinking water con 
stantly cooled to the proper degree, the 
Advanced modern tube- 


Sunroe features 


type cooling, the most sanitary cooling 
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Water 
action through copper tubes that are not 
dirt and tubes 
approximately on reserve 


method, flows with self-cleansing 


subject to and sediment 


have gallon 


supply. Construction permits complete 
connections. 
Sunroe Ad 
steel 


dual-control 


concealment of plumbing 
the 


stainless 


Standard equipment on 


vanced includes base, 


built-in strainer, operation 
effici 


The 


and other features for maximum 


ency, convenience and endurance, 
result of development, it has 
subjected to tests that prove its 
strength as a heavy-duty unit. For More 


Information Circle No. 124. 


five years’ 


been 


PASTEL STICKS & PENCILS 

Eagle Peneil Co., 703 East 13th St., 
New York 9, N. Y., 
complete Prismapastel line of 60 differ 


announces their new 


ent eolors in perfectly matching pastel 


sticks and pastel pencils. The colors also 


Ng 
ww 


OHGEEEREEAOEE EO 


a, 
a 
we 
em, 
=, 
™, 
_ 
i, 
ten, 
= 
=, 
S 
™, 


eolor 
The 
pieces, in A rT 


and 
pencils. 


correspond in item number 


with Eagle’s Prismacolor 
line comes in single 


12, 24, 36, 48 and 
matched 


new 
Sets of 60 eolors, and 


in sets of eight grays of four 
warm and four cool tones. The complete 
palette includes silver, gold and copper. 
Artists can render broad areas with non 
sticks and fine 


crumbling Prismapastel 
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details with color-matched pencils which 
hold their points for long wear. Prisma- 
pastel provides full color strength and a 
uniform deposit color. It is 
pastel techniques, 
stumping, blending, erasing 
and highlighting; and the don’t 
darken under fixative. For More Informa- 
tion Circle No. 105. 


from 
ideally suited to all 
including 


every 


colors 


MICROFILM CAMERA 
Inec., 385 
Mass., makes the 


Documat, Concord Ave., 
Belmont 78, Documat 
PFA 16mm microfilm flow camera which 
is priced at only $1095 but can reproduce 
both sides of a document simultaneously. 
It has a filming speed of approximately 
125 ft. of printed copy a minute. Be 
i trained 


cause of its simplified design, a 


operator is unnecessary. The Documat 


PFA is adjustable for either duplex 
(photographing both sides of a_ sheet 
simultaneously) or duo (recording docu- 
ments in two parallel tracks on a single 
film roll) operation. It records 7200 814” 
x 11” pages on one 100-ft. roll of film; 
or both sides of 10,000 individual checks. 
Camera measures 24%” wide, 2514” deep, 
29” high to work surface and 3234” high 
overall. Its appearance allows it to blend 
with modern office furniture. The Docu- 
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mat Universal Reader, a matching reader, 
is also available. For More Information 
Circle No. 104. 


FORMS DELEAVER 
Moore Business Forms, Ine., Niagara 
Falls, N. Y., announces that a Deleaving 
Attachment has designed for use 
with six detaching 
and 


been 
Moore 
margin 


models of 
will slit a 
angle-out from one to three carbons, per 
mitting detaching two to four-part forms 
as sets with carbon removed. The unit is 


equipment. It 


. 


; 
. 


for handling invoices, premium 
and similar 
wide and 40” 
practical combination 
Moore detaching equipment when 
parts of a set of 
be mailed or handied as a unit, without 
For More Information Circle 


notices, collection notices 


types of forms. It is 26” 
long, and makes a 
with 
several forms are to 
carbons. 


No. 142. 


LIQUID DUPLICATOR 

Wolber Duplicator & Supply Co., 1203 
Cortland St., Chicago 14, Ill., makes the 
Copy-Rite Silver Streak which combines 
long life, rugged construction, and ease 
Many new features have 
been incorporated into this unit to 
make it foolproof and simple, and to 
give the best results with a minimum of 
effort. Among these are: positive sheet 
feed, side guides with fixed positions to 
assure accurate alignment at all times, 
composition faced side grippers that wear 
longer than others, 1-qt. capacity fluid 


of operation. 
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tank that cuts re-filling time and elimi- 
nates evaporation, — visible fluid 
supply, five position intensity or pres- 
sure control, and Margi-Set for raising 
and lowering copy while operating the 
duplicator. The Silver Streak Copy-Rite 


rasily 


and retails at $198.59 
Other hand 
electric 


is hand operated 
tax, f.o.b. Chicago. 
models from $157.50 and an 
model at $349.50 are available, as well as 
a complete line of quality duplicator sup 
plies for both spirit and mimeo process. 
For More Information Circle No. 110. 


plus 


ELECTRIC CARD FILE 


Diebold, Ine., 910 Mulberry Rd., 8. E., 
Canton 2, Ohio, makes Super 46 Elevator 
files which require less than 17 sq. ft. 
of floorspace and offer push-button fil- 


ing for fast, efficient mass record han- 


cabi- 


a handsome 
net, this smaller version of the Diebold 
63 Elevator file offers to many more busi- 


dling. Designed in 


nesses the advantages of mechanized 
filing. Through Diebold’s priority pilot, 
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no record is further than three seconds 
away from the clerk’s fingertips. Rec 
ords come to the clerk by the shortest 
and fastest route without waiting for 
trays to complete a full cycle., Besides 
being capable of holding approximately 
125,000 5” x 3” records, it can also accom- 
modate 8” x 5” and 6” x 4” records, tab 
and MIB eards. All mechanical 
the Super 46 well 
guarded by multiple safety devices. 
Should there be a power failure, the 
unit can be activated by a hand crank. 
For More Information Circle No. 109. 


cards 


operations of are 


TYPEWRITER 


Allen 
Ave., 


announces 


Machines, Ine., 


Rapids, 


Business 
668 Front N.W., Grand 
Mich., that custom - 
typewriters to suit any office decor are 
their new VisOmatic line. Ma 
be selected in any of 21 dif 


Bi 0. 
eolored 


offered in 
chines can 
ferent ranging 


combinations of colors 


neutrals 
coral 


from 
greens, 


and soft pastels to vivid 
Designed to 
meet the and 
morale-lifting office 
equipment, R. C. Allen VisOmatic type- 
writers feature and automatic 
margin settings, quick-switch platens and 
earbon or fabric ribbons. 26 different 
type styles are offered, as well as a 
wide choice of carriage widths. For 
More Information Circle No. 137. 


and yellow. 
demand for 


color in 


decorative 
modern 


visible 





DICTATION MACHINE 
1724 Marshfield 


Ave., Chicago 22, Ill., announces a warn- 
ing buzzer, re-styled output 


Comptometer Corp., 


input and 


controls, and an improved 


microphone 
hanger among new features of the Comp- 


tometer Commander magnetic belt dicta- 
tion machine. These improvements tailor 


the machine to individual needs, as well 
auto 


matie to use. Should the user attempt to 


as make it more convenient and 


begin dictating without lowering the re 
belt, a 
The buz 


cording head on the magnetic 


buzzer sounds as a reminder. 


zer also begins to seconds 


before the 


operate ten 
belt is 
telling the user that his recording time 
is up. A knurled output control knob 
from 0 to 10 allows the 
or the transcriber to adjust output vol- 


end of the reached, 


numbered user 
ume to the desired level each time, with 
for the right 
spot. Similarly, a concealed input control 


out searching at random 
knob permits the user to compensate for 

dictating 
such as room 


special problems and condi- 


tions, noise level, distance 
of microphone from mouth, and speak 
er’s voice volume. The foldaway hanger 
accepts the microphone forward or back 
ward without fumbling, and resists acci- 
dental dropping. Lifting the microphone 
automatically turns on the motor. Re- 
shuts the motor off, but the 
amplifier remains ready for instant 
further improved by a 


placing it 
use. 
Performance is 
positive action motor drive, which power 
solenoid and drive 


engages the forward 


146 


mechanism into operating position. Thé 
lifetime lubricated. The Com 
mander dictation machine also has a r 


For More In 


drive is 


designed carrying handle. 
formation Circle No. 115. 


CARBON RIBBON 
Columbia Ribbon & Carbon Mfg. Co., 
Dept. 5R, Herbhill 
N. Y., makes Execu-Tape ribbons for use 
on all popular makes of carbon paper rib 
bon typewriters. Im addition to a carbon 
coating which insures a greater degree of 


Road, Glen Cove, 


uniformity, with printing quality, Execu 
Tape that is 
a patented process which 


produces typing smudge 


free because of 


forms a protective coating over the typed 


characters. Tests at Columbia’s labora- 
tory point up Execu-Tape’s versatility in 
the preparation of offset 
direet masters for 
xerographie processing, whiteprint, Diazo 
and Thermo-Fax photo 


graphie reproduction. Clean handling and 


originals for 


image paper plates, 


copying and 
packaged in a reusable clear plastic con- 
tainer, Execu-Tape is available in five 
colors: black, green, blue, red and brown. 
For More Information Circle No. 134. 
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SECRETARIAL 
DESK 


Shaw- Walker 
Co., Muskegon 14, 
Mich., offers the 
Clutter-Proof See- 
retarial Desk 
which helps a sec- 
retary get more 
done, easier and 
quicker. This all- 
purpose, desk in- 
corporates in one 
unit, five Work- 
Organizing Drawers, a full 60” x 
rimless working top in front of her and at 


her side and a double-size, 17” x 35” ma- 


oO" 
Oe 


2 


chine platform, all in a space 60” x 66 
Compartmented drawers and an under- 
compartment pro- 
work and 


the-platform 
specific 


storage 
vide 
working tools, eliminate time-wasting top 
clutter and drawer hodgepodge. Spacious 
rigid platform provides double-size ma- 


places for all 


chine surface ample for typewriter and 
transcribing unit or caleulator. Machines 
are positioned for comfortable operation. 
Desk has built-in 
that provide maximum rigidity and as- 
knee privacy. It takes all type- 
writers and has insulated holes for elee- 


end and rear panels 


sure 


trical wires. 


ROLLING FILES 


Rol-Dex Div., Watson Mfg. Co., 
O, Jamestown, N. Y., makes two new 
standard units of Rol-Dex Record Han 
dling Equipment to accommodate small 
and medium quantities of active records. 
Both use the principle of rolling card 
trays on separate levels. The larger model 
can accommodate either 73%” x 34” 
(tab) cards; 6” x 4” or 5” x 3” 
The basie unit is the same in each 
and is equipped with different size trays 
rolling carriages for each record 
size. This Rol-Dex Standard Modular 
Unit is designed so a clerk may sit and 
work directly at it. It has a rolling work 
shelf for posting. When equipped for 


Dept. 


2ards. 


2ase 


and 
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has a total of 250 


ecards, 275 


73Q” x 344” ecards, it 
filing rs ae 
filing inches are available; and for 5” x 
3” eards, 325 filing 
eard with 
equipped for V-type filing. The unit has 
a disappearing roll-back 
also available with no 


inches; for 


” > 


inches. Removable 


trays, drop-in handles, are 


cover but is 


cover or with a 


as 
Pe a8 


* 
“S4 


© 


cee 
ae 
Read 


slip-on plastic cover. For future expan 
sion, one end panel may be removed and 
with 
support of recessed intermediate legs. 
The Rol-Dex Jr., a standard 
model, whee 


as many units as desired joined 
smaller 
is slightly larger than a 

file and is equipped with casters for easy 
rolling to any position the clerk desires. 
Its small size enables it to be placed out 
of the way at the end of a desk or table 
The Rol-Dex Jr. will 


when not in use. 
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7%" x 3%", 
ecards or any combina 
tion of these sizes. This unit 
disappearing roll-back cover. A 
shelf that attaches to the front 


accommodate 8” x 5” 
6” x 4” or 5” x 3” 
also has a 
posting 


of the 


Rol-Dex 
instantly, 
not only to the seated clerk but to out- 
side variety of card 
handled in the unit and 
trays roll to the clerk with no electrical 
For More Information Circle 


unit is optional. All records in 


standard units are available 


reference. A sizes 
may be same 
devices. 


No. 111. 


COLLATOR STAPLER, STACKER 

Macey Co., 5350 West 130th St., Cleve 
land 30, Ohio, have developed a heavy 
duty 


S.. 


stapling attachment which can 


staple to %4” in thick 
ness and handle 4,000 sets per hour, and 
a standard stapling attachment to handle 
paper up to 1/16” in thickness for use 
with collating equipment. The 


sets of paper 


Macey 


heavy-duty stapler can place one or two 
into 80 20-lb. paper, 
using round wire fed from a large, self 


staples sheets of 
contained spool. Wire is said to save at 
least The 
standard stapler can place from one tt 


50% in costs of material. 


four into about 32 sheets of 
average thickness. Each type of stapler 


has two 


staples 


stapling heads that can be 
quickly removed for inspection or repair. 
The stacker, which stacks material criss 
cross to provide and 
facilitate handling, handles a maximum 
paper size of 12” x 17”. For More Infor- 


mation Circle No. 128. 


easy separation 


SOLID-TOP STAND 
Tiffany Stand 7350 Forsyth, St. 
Mo., Model 8800 
Series Stands with solid steel tops for 


Co., 


Louis 5, makes the 


copying machines, duplicators, punching 
and binding machines, bulky posting and 


sorting trays, visible record cabinets, 
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perforators, postage 
machines, tape recorders, and the like 
which create space-and-work problems. 
By placing such equipment on a Model 
8800 Stand, a compact work area is 
created. Desks and other work areas are 
not cluttered up with such equipment. 
By adding one or two drop leaves on the 
Model 8800, additional workspace is pro- 
vided in existing floorspace. The stand, 
with easy-rolling 2” 
allows full 


meters, addressing 


rubber swivel cast- 
use of equipment any- 
where in the office, making this equip- 
ment fully portable. The 8800 Stand has 
the same heavy duty construction as the 
open-top Model 8000 designed for heavier 
office machines. The 8800 with the one- 
piece heavy steel solid top is for office 
equipment other than those with movable 
carriages. Available in five popular col- 
ors: silvertone gray, beigetone, mist 
dark office green and walnut 
brown. Standard height is 26144” but it 
is also available 3544” high for stand-up 
work, For More Information Circle No. 
125. 


rs 
ers, 


green, 


PRINTING TAPE PUNCH 

Clary Corp., San Gabriel, Calif., makes 
the Clary Print-Punch unit for automatic 
data processing systems. Clary ten-key 
and full keyboard adding machines, cash- 
registering equipment and other electri- 
cal output machines are used to enter 
information for subsequent data pro- 
cessing. Information entered through the 
keyboard automatically creates a perfor- 
ated common language tape that can go 


directly to tape-to-card converter or 
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readout mechanisms. At the same 
time a standard adding machine tape or 
cash register printed. The 
punch unit is detachable and can be re- 
motely located and controlled to isolate 
noise and simplify servicing the punch. 
All normal functions of the adding ma- 
chines or other output equipment are 


other 


receipt is 


retained. Machines may be operated in- 
dividually by disconnecting the punch. 


Totaling capacities up to $9,999,999,- 
999.99 on the full keyboard and $99,999,- 
999.99 on the ten-key adding machine are 
available. The punched tape can be pro 
duced in any desired code, from five to 
eight channels, at 20 characters per sec- 
ond. The punched tape contains and 
identifies all operations entered on the 
printed tape and may be used for tape- 
to-card converters, automatic typewrit- 
ers, electronic computers, wire transmis- 
sion, machine or process control, book- 
keeping machines, readout and other 
Fixed information 
may be permanently programmed into the 
punched tape unit. The output machines 
may be solenoid-equipped to operate also 
as readout and automatic input devices. 
For More Information Circle No. 132. 


processing systems. 


CONFERENCE TABLES 

Worden Co., 200 East 
17th St., Holland, Mich., is 
now manufacturing a line 
of directors’ or conference 
room tables in lengths of 
from 60” to 144”. Tables 
are available with either 
wood or laminated plastic 
tops and three standard 
styles, all in genuine Amer- 
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ican walnut. Special sizes, finishes and 
styles can be 


For 


orders. 


140. 


made for custom 
More Information Circle No. 


ROCKING FILES 
Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y., makes the pat- 
ented Pro-File uses a Rock 
A-Tilt suspension drawers. 
Compartment swings down to expose its 


line which 


instead of 


entire contents as on an open shelf. This 
removal of 
cabinets 


speeds finding, filing and 


The 


in areas where conventional drawer 


folders. shallow may be 
used 
Pro-Files can 


files cannot be. be stacked 


to any height with complete safety be- 
cause two-thirds of the compartment and 
within the 
will not tilt 


Pro 


its contents remain 
shell, 


with all 


always 


cabinet and cabinets 


even compartments open. 


Files come in letter and legal sizes, in 


Beek 
€ s 
* << 


driftwood tan, surf and neutra- 


tone gray. Hardware combines spring 
latch, pull and label holder. Y & E has 


developed special systems and guides for 


green 


use with Pro-Files which come with two, 
three and four compartments with bases 
to bring the smaller cabinets up _ to 
regular height. More than one person can 
work at the same compartment or cabinet 
with minimum interference. For More 


Information Circle No, 135. 
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PORTABLE TYPEWRITER 


‘ 292 
Co., 32k 


Fairfax Distributing New 
York Ave., N.W., Washington 5, D.C., 
offers the Imperial No. 4 Portable Type 
a full keyboard with 
88 characters including plus and minus 
Other fea 
tures include a full length two-color rib 
cutting 
reverse, whole 


writer which has 


and useful fractions. 


signs 


bon and position for stencils 


automatie ribbon line vi 


sion from normal typing position, left 


and right shift keys and shift lock, back 
spacer, linespace adjuster, left and right 
platen knobs, margin release 
lock paper supporting 
arm. Choice of carrying cases: 


like 
other is 


key, car 
riage safety and 
one being 
leather and 

attractive 
fiber glass which is 
than 


of plastic which looks 
has zippers; the 
molded, lightweight 
stronger for its weight steel or 


The No. 4 is 
type 


aluminum, available in 
pica, 
elite and elite italic. Special characters 


choice of styles including 
‘an be fitted for users in the professions, 


For More Information Circle No. 113. 


TAB RUBBER BAND 
Rubber Band Div., Plymouth Rubber 
Co., Canton, Mass., who has produced a 
tab rubber (‘*‘the band with the 
handle’’) for many years for special 


band 
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New, free manual 
shows how offset can be a 
real business asset 


ig 
results 


with office-size 
offset equipment 





Wo ARATE ABRAITNGE 4 
MEAD PAPERS 


This valuable manual is a reference source of 

ideas to use the offset process to best advantage. 

Sales Offices: Mead There’s nothing technical or mechanical about 

iar Wisek tie. it. Instead, it’s filled with suggestions on easier 

Dayton 2, Ohio + ways to prepare copy, how to add interest to 
New York « Chicago F . é 

‘Siete + Aiea your printed material, how to get more dramatic 

Philadelphia effects, how and when to use color, and many 

more worthwhile facts. It explains, too, the 

importance of good paper stock (and why you 

should think of Mead first). To get your free 

copy, just ask the Mead paper merchant near- 

est you, or write to The Mead Corporation, 


Advertising Dept., O-102, Dayton 2, Ohio. 


For More Information Circle No. 230 
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LIKE YOUR RECORDS 


Roost ou Cuillad, ? 


A non-insulated steel file is a splendid 
oven when an office fire comes. It'll cook 
your paper records to a crisp. Might cook 

your goose too, for 43 out of 100 firms 

losing their vital records in a fire never 
reopen. Protect your precious records 

24 hours a day in Hercules® Underwriters’ 
Laboratories approved insulated steel files. 
Letter, legal, ledger and check sizes. At 
your Meilink dealer or write to Meilink 
Steel Safe Company, Toledo 6, Ohio. 


with MEwwk ti for keeps 


Most complete line of safes and insulated products 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 


Name— 





Company 





Street —— Zone—— 





City State 





Ma ce ces eee ee es ee ee ee 


For More Information Circle No. 316 


customers, announces that they are mar 
keting this special extruded band for 
general sales. The band, extruded in one 
piece from pure natural rubber, includes 
a special tip which is easy to grasp for 
quick removal. This type of rubber band 
is familiar to buyers of home movie film. 
The Plymouth Tab-Band is available in 
1”, 14%”, 2” and 3” lengths. Samples, 
specifications and prices are available on 
request. For More Information Circle No. 
102. 


MACHINE TIMER 

Heat Timer Corp., 657 Broadway, New 
York 12, N. Y., makes the Time Total 
izer which is easy to install on any elec- 
trically operated equipment to register 
operating and idle time. Time Totalizers 
are available to register in minutes and 
tenths of minutes or hours and tenths 


of hours. Ideal for determining machine 
utilization vs, machine availability on 
tabulating equipment. Also indicates 
when machines and other equipment need 
servicing or overhauling. Unit measures 
454” wide, 25s” high, 5” deep; costs $20 
for registering ‘‘on’’ time; $5 additional 
for indicating ‘‘off’’ time. Subject to 
quantity discount. For More Information 
Circle No. 117, 
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”" DIFFERENCE! 


THAT’S WHAT 
YOU'LL SAY 
WHEN YOU 
COMPARE PHOTO- 
COPIES MADE ON 


foterapid 


at ol 


TO THOSE MADE ON 
ORDINARY TYPE 


Photorapid will give you . . 





@ PERFECT SHEET FOR EVERY JOB @ REGULAR e@ AIRMAIL @ CARD 
WEIGHT @ COLORED STOCK @ TRANSPARENT @ LESS WASTE 
@ GUARANTEED PERMANENT PRINTS @ EXCELLENT RESULTS EVERY TIME 


@ COPIES THAT LIE PERFECTLY FLAT FOR EASE OF HANDLING 
@ SHARP CLEAR JET-BLACK LINES ON SNOW WHITE PAPER 


PHOTOrapid of America, Inc. 
320 Broadway, New York 7, N.Y. 


Please send me FREE sample of Photorapid paper 
and let me see for myself if what you say is true. 


NAME 


Take a Minute NOW to Prove 
COMPANY 


i To Y ! 
These Things To Yourself ADDRESS 


Send For a Free Sample of city 


: ' 
Photorapid Paper! MAKE OF MACHINE 


NEW YORK, Speed-O-Stat Corp., 236 Fifth Ave., MUrray Hill 9-3676 
Distributors “SKOKIE, ILL., The Mullen Co., 3620 Oakton St., JUniper 8-1600 
EL SEGUNDO, CALIF., Pacific Copy Corp., 1730 E. Holly Ave., ORegon 8-9025 


For More Information Circle No. 164 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Spt 
DRILL 


ONLY 


198° 


A price where 
most bench 
models begin, 





Faster workflow. Positive 2- 
hand control of stock. Ideal for 
women operators. A real bind- 
ery drill. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, .N. Y. 


For More Information Circle No. 310 
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TYPEWRITER 
Underwood Corp., 1 Park Ave.,- New 
York .16,°R. X., 


Master Standard Typewriter, developed 


announces the Touch- 


by a team of physicists to ease the typ- 
ist’s workload. It requires up to 26% 
less typing effort. Surveys revealed that 
one improvement desired by secretaries 
using standard typewriters was lighter 
touch. Underwood researchers found that 


cern a 


age wed 


a typist uses enough energy at her ma- 
chine each day to lift one ton a foot in 
the air. Major design changes in the 
Underwood Touch-Master save her 350 
foot pounds of energy in an average 
typing day, the equivalent of lifting a 
35-lb. typewriter a foot off her desk ten 
times a day. Available in Caribbean 
green, beach beige and continental gray 
in the popular crackle finish, the Touch- 
Master sells for about $225, For More 
Information Circle No. 130. 


POCKET LEAD POINTER 
Alvin & Co., Windsor, Conn., offers the 
Kleen-Point pocket lead pointer for all 
types of standard refill leads and pencil 
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How XEROGRAPHY 


cuts duplicating costs $22,500 a year 
at AMERICAN MUTUAL LIABILITY INSURANCE CO. 


John Q. Adams, Manager of Communications and Printing Department, instructing operator at XeroX Camera No. 4. 


SPEEDS PAPERWORK @ Communications speeded @ Costs reduced 
® Accuracy improved @ Human error removed ® Doubt eliminated 
® Need of two typists and proofreader completely relieved. 


Xerography is used at American Mu- 
tual in the preparation of thousands of 
offset paper masters a year from which 
multiple copies are then run off on an 
offset duplicator. 

Forms reproduced by xerography in- 
clude office and policyholder forms, 
copies of correspondence, news releases, 
reports of all kinds, training and proce- 
dure manuals, instructions, and mis- 
cellaneous memos... The use of xerog- 
raphy has led to a dramatic cost im- 
provement in duplicating operations and 
an actual documented saving of 66%. 


WRITE for proof-of-performance 
folders showing how xerography 
is saving time and thousands of 
dollars for companies of all 
kinds, large and small. 


% 
wb 
yA 


THE HALOID COMPANY 
57-96X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. cities and Toronto 


HALOID 
XEROX 


For More Information Circle No. 195 
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MEMO 
FROM 
MANPOWER 


@eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeceeee 


VACATIONS CAN MEAN 


trouble | 


Not your vacations of course .. . they’re 
necessary, healthful, and enjoyable .. . 
but beware when the people who 
work in your office leave for their 
annual vacation! . . . Work begins to 
pile up, vital employees are required to 
handle two jobs at once, and 
everything in your office begins to 
slow down. 
With these thoughts in mind, we would like to offer you a 
simple but powerful answer to this problem: Manpower, Inc. 


is prepared to send its employees into your office as trained 
temporary replacements! 


You can use our typists, stenos, file clerks, and general office 
workers for any length of time —4 hours, a day, a week, a month, 
or longer at low hourly rates. We pay all taxes, insurance, 
unemployment compensation, and workmens compensation. 


Manpower, Inc. has prepared for you, an important aid to office planning: 
“Your 1957 VACATION SCHEDULE”, with room for a complete listing 

of vacation dates for each employee. You can receive a copy 

of this helpful schedule by dropping a card to me here in Milwaukee. 


Nice Being With You, 


. When writing for your hh. KRW 


vacation schedule, please Ex_Mer L. WINTER 
ask for form 132! PRESIDENT 


manpower, inc. 
818 N. PLANKINTON AVE., MILWAUKEE, WIS. 
OVER 100 OFFICES COAST-TO-COAST 


For More Information Circle No. 215 


Tue Orrice—June, 1957 








It contains 
interlocked to perfectly 
smooth, tapered points. Quick and simple 
to operate, the Kleen-Point has a drop- 
out core for easy replacement of blades. 
Graphite cup retains lead particles and 
unscrews for disposal, eliminating soiled 


leads. 


blades, assure 


hands. Durable construction of anodized 
aluminum affords 
service. Guide tube prevents snapping. 
Lightweight, compact size, %4” thick and 
91 ” 


years of dependable 


214” long, plus rubber diaphragm to re- | 


tain graphite dust, enables it to be ear- 
ried in pocket or brief case. The Kleen- 
Point attractively 


has an colored 


° > . . . . | 
ished finish and is economically priced, | 
For 


with replacement blades available. 
More Information Circle No. 138, 


MACHINE STAND 
Interstate 
B, 666 
[ll., 


Pedal on 


Shore 


featuring a 


Lake Drive, Chicago 11, 
Heel-Toe Power 
No. 1695. 


Fashioned for easy elevating to casters 


are 
their elevator stand 
rubber feet 


or lowering to stationary 














the Pedal and 
rounded edges to prevent damage to hose 
A newly added back brace 
gives maximum rigidity to the tubular 


Power has smoothed 


or clothing. 


steel legs, eliminating annoying rattles. 
Elbow-type drop leaves with piano-hinge 
construction working 


assure generous 
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four tempered steel | 


pol- 


Metal Products Co., Dept. | 


~ MIM-E-0 


VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have “‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
a year! Stencils, negatives and masters hang free 
from pressure ... protected against damage . . . 
easy to file and find. Le CLIPS 


. SAVE 
SPACE 


against 


EASY-FI 


There’s a MIM-E-O 
model to save and 
protect all types and 
sizes—capacities from 
150 to 1400. 


EASY-FIND INDEX 
Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago 22, Ill 


300 Distributors . . . coast-to-coast . . . to help 
you solve your stencil or offset filing problem. 


For More Information Circle No. 309 
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m SAFE TRAVEL 
Baclt-Ju POCKET 


carries 1.D.P. Tape 
as part of your 


LITHOSTRIP 
o LITHOSET 


POCKET FORM 


Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS .. . on the back of any 
copy in your Continuous or Unit Form sets. 


FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 


America 


<P 
500 BITINER ST ST. LOUIS 15. MO 
For More information Circle No. 348 


r 





HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 


“Programming for Business Computers” is now 
available to teach inexperienced people to develop 
and program electronic systems for business prob- 
lems. It is based on a similar course members 
of the firm developed and are teaching at a large 
University. 


Free Brochures describing the Course are available 
upon request from BUSINESS ELECTRONICS 
INC., Computer Department, 420 Market Street, 
San Francisco 11, California. 








For More Information Circle No. 349 
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area. Finished in chip-proof, baked-on 
enamel, in mist green, gray or desert tan, 
these stands combine a contemporary 
look with wide versatility. For more 
information and complete catalog, Circle 
No. 118. 


ADDRESSING MACHINES 
Rena Buromachinen-Fabrik, Deisen 
hofen bei Munchen, West Germany, 
makes a line of spirit addressing ima 
chines in hand and electric models. The 


Rena Adressette is’ a small hand ad 
dresser which comes in four sizes and 
will pri from 80 to 250 impressions 
from one master, regardless of the time 
interval between impressions. The Rena 


h 


Super is a table model manual addressing 
machine which will print 1000 addresses 
an hour. The Rena Super-Electric has a 
speed of 1500 impressions an hour, It 
operates noiselessly and its foot control 
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this key 
for Memory 


; § | | 


this key 
for Recall 





and this is R.C.Allen’s 


“ADDING MACHINE 
WITH A MEMORY” 

the first new development 
in computing since 

credit balance! 


Touch the Memory Key—and the number is “locked” in the 
machine's memory. Touch the Recall Key—and the number 
is restored, without re-indexing, as either a positive or a 
negative. Saves time, motion and | f errors. For a free 
trial, call our nearest dealer... he's in the yellow pages. 
R. C. Allen Business Machines, Inc., 668 Front Ave., N. W., 
Grand Rapids, Michigan. 


B.C. Allen ten-boy adding machine 


Typewriters « Cash Registers « Adding and Bookkeeping Machines « Safes and Insulated Files 
For More Information Circle No. 168 
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Dupli-Typer Ribbon Attachments 
Make INKED Copies 


increase Production—Reduce Costs 


For 
Continuous 
Form Work 


For 
Bookkeeping 
Machines 


For full 


information write: 


DUPLI-TYPER CO. 


456 Fourth Avenue, New York 16, N. Y. 








_For More Information Circle No. 341 


Most importent Business Show Ever! 


The 1956 National Business Show went way beyond 
anything ever held before: * Most Important in 
number of exhibits * Most Important in attendance 
* Most Important in enthusiasm. 
...and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 
All the industry exhibits — All management attends 
OCT. 28th THROUGH NOV. Ist, 1957 
New York Coliseum, Columbus Circle, New York 
Rudolph Leng, a ig Dire. 
33 West 42 Street, N. Y. 36, N . seve AA 6-6760 


For More Information Circle No. 342 
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leaves the free for 
to be addressed. 
multi-color 
which permit a 
coding and filing systems for address 
lists. For More Information Circle No, 143 


operator ’s hands 


material Rena 
patented 
frames 


handling 
makes plastie ad- 


dress variety of 


ELECTRIC TAPE WINDER 

Whiteford Laboratory, 120 Market St., 
San Francisco 11, Calif., markets the 
Whiteford Winder (or rewinder) with 
variable speed, uniform 
torque prin 
interference 
signal, no springs, no clutches, low power 
consumption and low price. The White 
ford Winder is a complete slave to any 


variable tension, 
stalled 
fusing, no 


right-side winding, 


ciple, safety 


tape source. It adjusts automatically to 
output speeds from zero to 240 lines per 
second at the and 
justable to tensions required, 
oz. to 15”-ozs. The 
attended for long periods without risk to 
itself, other equipment, 
it useful for off-hours tape 
[t starts, 
mittently at 
without 
winds 


core is instantly ad- 


from 14”- 
unit can operate un 
data or making 
accumulation. 
fast or inte 
the command of the output 
adjustment, It 
angle or direction, per- 
unlimited choice of positioning 
without adjustment. Also featured is in 
stant tape threading, and instant reel 


stops, winds slow, 

supervision or 
from any 
mitting 
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A Modern, Sturdy Elevator Stand... . 
At Rock Bottom Price! OUR SPECIAL! 


Your Best Buy 
For All-Around Use 


All steel 
Snag-proof 
All edges rounded 
Rattle proof 
Elbow type arms 
Tubular legs 
Rigid back brace 
Baked enamel finish 
2 drop leaves 

No. 1695 J e Big working space 
“Our Special” Z e Soft rubber casters 


* Exclusive 1-pc. 
leg bracket 


























Colors: Mist Green, Gray, Desert Tan 


A Exclusive 
wy Power Pedal One Foot Adjustable Continuous Piano Hinge 


> . ade ; . Interstate Metal Products Co., Inc. Dept. E 
Other produc ts made by Inter- (Office Equipment Division) , 
state include a wide variety of ‘ 666 Lake Shore Drive, Chicago 11, lil. 
wardrobe and storage cabinets; Gentlemen: Please send me FREE office equipment catalog & price 
steel elevator-type stands for t lists. 
heavy business machines; office NAME___ 
utility stands; plastic chair mats. { TITLE : 
etc. FOR FREE CATALOG SEND aespaae 
COUPON. j — — —_—_——_—_—— 

£ 


ES ee en 
(city) (zone) (state) 


For More Information Circle No. 204 
THe Orrice—June, 1957 





SET PERFECT 
JUSTIFIED 
COPY ON DIRECT 
IMAGE PLATES 
RECORDER FROM TAPE ON THE 


Friden JuStowriter 


REPRODUCER 
~~ 


eo Wao 0 





Justified copy can be set on any type of direct image plate on the 
Justowriter, automatic tape - operated composing machine . . . giving you 
low cost professional looking composition. And, it sets this justified 
composition directly on the plate automatically, without errors, from 
punched tape. Now you can set composition for your price lists, parts 
lists, office forms, catalogs, manuals, bulletins, sales literature, house 
organs — all your printing jobs, small or large, right in your own office! 


Here’s how easy it is . . . one keyboarding on the Justowriter Recorder 
produces visible proof and a punched tape. This tape operates the 
Justowriter Reproducer to set sharp, justified copy directly on any direct 
image plate or reproduction proof paper at 100 words per minute... 
automatically. Fully justified, errorless plates set on the Justowriter 
give you better looking copy, longer runs, professional printing and more 
important . . . tremendous economy. 


Authors’ alterations or changes can be made automatically by duplicating 
the tape. As small tapes can be storedeasily, bulky plates can be discarded. 


The Justowriter will save your company money on 
every word of composition, every printing job. 


Friden Calculating Machine Company, Inc. 
COMMERCIAL CONTROLS CORPORATION (Subsidiary) 


ye ra 
©" Priden Create DEPT.O-67 1 LEIGHTON AVE., ROCHESTER 2, N.Y 


A Ad. 
€ New Wor Sales and service throughout the world 


“ero 0 8-0 0.0: 6-4 


For More Information Circle No. 343 
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removal or replacement. Tape can be 
lifted from reels with one motion in 
one hand. Reels come in 8” and 12” sizes. 
The 12” accommodates a full 1,000-ft. roll 
of chad or chadless tape. The Whiteford 
Winder was developed originally for U.S. 
Navy requirements and has been in wide 
use with the Navy and Air Force. For 
More Information Circle No, 121. 


ELECTRIC STAPLER 

Staplex Co., 775 Fifth Ave., Brooklyn 
oo, Die ve that the Staplex 
Automatic Electric Stapler is now avail- 
able in pastel shades of suntan, mist 
green, dust blue, marine gray, coraltone 
(pink) and black. The stapler is com- 
pletely automatic, driving staples as fast 
as work is fed to it. The machine works 
on a perfected solenoid principle with 
no motor to hum or turn on or off. You 
simply insert whatever is to be fastened 
and the stapling mechanism is activated 


announces 


by the pressure of the object. It is com- 


pletely safe; all moving parts are en- 
closed. It will fasten envelopes, bags, 
price tags, records, reports, material, 
booklets, ete. Both hands are free to feed 
work to the machine. There is no set 
time cycle, no lever or foot controls. The 
single contact operation is foolproof and 
prevents jamming or skipping. Standard 
size staples are used and reloading takes 
only a few seconds. No special tools are 
required to reload the machine. The 
operator merely slides the track of 
staples through a door in the front. The 
stapling position is easily visible and can 
be adjusted to a depth of 4%4”. For 
More Information Circle No. 103. 
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NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN 1/3 THE TIME... 


PRINTS FROM THIS 











attach a 


PRESS-ON MASTER PATCH 


to your ledger cards! 
SAVES YOU TIME! 


addressing in the 
66%. 


PREVENTS ERRORS! Eliminates wrong 


addresses, transpositions of characters, 
misspelling, etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, bills of lading and other 
office forms ... all from your ledger 
ecard file. 


AS EASY AS “I, 2, 3” 


e Just type the name and address ONCE on the 
PRESS-ON MASTER PATCH. They're easily pr« 
pared in an ordinary typewriter . no specia 
equipment required. 

e Attach the adhesive backed MASTER PATCH to 
your ledger card. They press-on instantly 

existing records of any size or shape . no need 
to change your present accounting system 

e Address statements, month after month from your 
ledger card . . . Automatically! 


PRINT WITH THE JMACHINE COMPLETE $70°° 
MODEL 60 WITH SUPPLIES Bi cog 
Master Addresser| FOR 500 ACCOUNTS Exe. Tax 


MASTER ADDRESSER COMPANY 
6500-0 West Lake St. > Minneapolis, Minn. 
For More Information Circle No. 318 


Reduces statement 
average office up to 


163 








PRACTICAL 
BEAUTY 


Make the stylish CONSOLETT 
a working member of your of- 
fice force. Its rugged, stable con- 
struction safeguards costly type- 
writers, calculators and other 
equipment. Large casters make 
it portable . . . rolls easily, an- 
chors at a toe-touch. 

Consolett comes in three at- 
tractive colors to blend with the 
decorating plan of any office. 

Ask your office supply dealer 
or write direct for literature and 
prices. 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road 
Menomonee Falls, Wisconsin 














For More Information Circle No. 311 





ELECTRIC COLLATORS 


Collamatic Corp., 109-6 State Highway 
23, Wayne, N. J., manufacturers of auto- 
matic and semi-automatic electric col- 
lators for the office and graphic arts 
trades, announces revision of their en- 
tire line of collators. The Console models 
are now offered incorporating base and 
machine in a single unit. Collamatic Elec- 
tric Collators are built of steel, caster- 
mounted, and have a new frost green 
baked enamel finish that harmonizes with 
modern office decor. 18 models comprise 





Collamatic’s new line. The Golden Auto 
matic collates, jogs, staples, stacks and 
counts 24,000 sheets per hour automati- 
cally. It also ‘incérporates an automatic 


| double-sheet detector. The Golden Auto 


matic is offered in 9 and 12 bin models. 
The Office Model Semi-Automatic gathers 
sheets 8%” x 11” (letter size), and 81%” 
x 14” (legal size), and is offered in 8, 
12, 16 and 24 bin models. Also available 
with adjustable stroke feature for col- 
lating sheets from 51%” x 81%” to 14” x 
17”. The Printer’s Model Semi-Auto- 
matic has extra wide bins for gathering 
sheets up to 14” x 20” in offset or letter- 
, 12, 16 and 24 bin 
models; also available with adjustable 
stroke. Each semi-automatic collator in- 


press shops. In 8 
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DEPARTMENT STORES 
OFFICES 
HOSPITALS 
FACTORIES 
WAREHOUSES 
INSTITUTIONS 


RESTAURANTS 





WRITE FOR 
BULLETIN 


4B 


ge 
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signal way 


Y, 


AN INTEGRATED SYSTEM « EASIEST TO INSTALL 


Just press one of the buttons and instantly a horn, bell or 
chime sends out a coded signal—the message for someone 
in another office or part of the building to pick up the 
nearest phone. Wheelock Code Call is the self-contained 
paging system that is easiest to install. And it is priced 
right. So enjoy the advantages of the intra-plant paging 
system considered most efficient by thousands of satisfied 
users. One of our representatives will be glad to show 
you how easy it is to install a CODE CALL on your 


remises. Write now. 
P For More Information Circle No. 180 





“| do laborless filing, inY 


half the time-with 
J) CORRES-FILE ® 


..+1 love it!” 


CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 


laboring class! PATENTED 
Saveh 
TIME, LABOR and 


up to 40% in SPACE! 


e 
Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 

Phone Westport, CA 7-4111, or mail coupon. 

Please send free Booklet on CORRES-FILE 

aE ee ee 

ON a a 


NE ee 


0 Se Rae ee 


For More Information Circle No. 322 


cludes a 5-ream stapling-stacking bin as 
standard equipment. The bin will accom- 
modate either an automatic or hand 
stapler to facilitate the collating-stap- 
ling-stacking function. For More Infor- 
mation Circle No. 112. 


PENCIL SHARPENER 
Silver Bells Ltd., 600 16th St., Oak- 
land, Calif., offers the Hadinor 63 pencil 


sharpener with four Swedish steel blades 


which work as follows: blade 1 sharpens 
only pencil casing and stops automatic- 


| ally; blade 2 sharpens only the lead and 


? 


stops automatically; blade 3 sharpens 


mechanical standard size; 
blade 4 sharpens heavier mechanical 
leads. A transparent cover collects the 


shavings. The: Hadinor 63 sharpener 


leads up to 


| comes in individual carton with instruc- 
| tions and two spare blades in separate 
compartment; 
| Information Circle No, 131. 


retails at 98c. For More 





PROFIT 
IN FORMS 


New Carbonless 
Forms, Too! 





— — STATIONERS... PRINTERS... AGENTS... 


ONE-TIME ,5%455a5g¢" CARBON FORMS 
The 1,015 dealers who sell Snap-Easy Forms get 


lucrative discounts 
. . . protection on repeats. 
ing (Snap)-Easy money—Sc can you! Write today! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y.— Branch Plant: Denison, Texas 


. +. their own imprint on forms 
1,015 dealers are mak- 








For More Information Circle No. 323 





PHGTOCOPIER 
General Photo Products Co., General | 

Photo Bldg., Chatham, N. J., makes the | Breeze 
Genco Exact-Fax Duo photocopier for | 

making copies up to 20” wide and any Thru your work 
length. Equipment consists of an auto- 
matie continuous printer (6” x 9” x30”) 
with shutter-type light control, weighing sit cooi 
29 Ibs., and an automatic continuous sit soft 


” 








processor (6” x 7” x 30”) weighing 25 


lbs. Both are stainless steel covered and sit safe 





have heavy gauge steel bases in gray 
hammertone, The printer is $250, the 
processor $225, individually; or $450 for 
both. The units fit together and have the ole r ° P 
appearance of one machine. Operates BEVCO Ventilation 
under all normal ineandescent and fluor- 
escent lighting without shielding, dark- | 
room or extra equipment. No washing, BEVCO Chairs are more comfortable, | 
chemical fumes, fixing or drying. Makes cost less, wear longer. There is a BEVCO | 
60 to 90 sharp copies an hour. Makes chair for every sitting need. Ask sae 
one and two-sided copies. Reproduces 


from all colors. Operates on 110-volt 
AC; lifetime service guarantee. Smaller, BEVCO Precision Mfg. Co. 
one-piece units also available. For More 531 Chicege Ave., Evanston, I. | 
Information Circle No. 141. a | 


4 


eliminates the “hot seat.” 


| 
| 


dealer or write direct for catalog today. | 














For More Information Circle No. 320 


Your best FREE SERVICE 
forms are made You can rely on our years of experience 
with supplying carbon papers for many different 
kinds of forms. Ask your forms supplier 
Wye or write us today for help with your carbon 
problems. No obligation! 


UIC «FRYE MANUFACTURING CO. 
ree secme 8OX 854 + DES MOINES 4, IOWA 


eoeeeeveeveveeeeeeeeveeeeeeseeeeevpeeeeeee 


For More Information Circie No. 321 


e*eeeeeweeeeeeseeeweeoee eee 


THe Orrice—June, 1957 167 





CLOCKS 
M & M Industries, Box 91, South Mil- 
waukee, Wis., announces a new line of 
modern design clocks known as Hi Lites 
and featuring plain bold lines to combine 








utility in a distinctive modern decorator 
item. Hi Lites are named for the high- 
lighting effect achieved by the turned 
satin numerals. For More Information 
Circle No. 139. 


The “Exec” 
strong... 
dignified 


silent... 


The “Office Manager” 
big and roomy 


SORTERS 


Associated Industrial Designers, Box 


39652, Los Angeles 39, Calif., have made 
a number of improvements in their line 
of sorting equipment. The Shuttle Car- 


riage, large capacity, unit now operates 
noiselessly. Illustrated is a unit with 
2520 subdivisions. Units are used in 
series with operators between each battery 


The "Mail Room” 
Special” 
bigger and roomier 





There's a Vul-Cot answer for all of them! 


National Vulcanized Fibre is the versatile light weight 
plastic material that makes Vul-Cot Wastebaskets strong, smooth 


and durable... 


so durable they’re guaranteed for five years. 


Vul-Cots offer a wide variety of distinctive styles and colors. 
Vul-Cots give real wastebasket value. This is the wastebasket 


The "Stenog” 
chic, light weight . ° 
in her favorite color, too 


line you will be proud to use. 
Sold at stationery stores everywhere. 
For catalog price data sheet write to Dept. LL. 


VUL-COT.. wastepasxers 


A PRODUCT OF NATIONAL VULCANIZED FIBRE CO. 


WILMINGTON 99, DEL. 


Fc More Information Circle No. 347 
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P 


when what you want is this 


The truth about copy machine demonstrations: Uniess 
it’s a true photocopier—such as Copease®—you will draw a 
blank on % of your general office copying! 

Only a true photocopier such as Copease can handle the full 
range of your office copying. So-called ‘all-electric’ copy ma- 
chines cannot, for although such machines run on electricity (as 
do all copiers), the copying is not actually done “by electricity 
alone.” This type of copy is produced by a heat process—a process 
that fails in % of general office copying cases. They are only 
part-time copiers, unable to copy many common office instruments 
such as spirit duplications, ball point, fountain pen ink, colored 
pencils, and stamp inks. 

There is nothing more dangerous or unsatisfactory copywise 
than a copy which is not a true and complete copy of the original 


Prove this for yourself—test run that copier now with 
new all-copy test pattern. It’s all there—every materia! 
in office use. Run that test pattern through the Copease Photo- 
copier and see at a glance what it can do, how sharp and clear 
the images are. Send today for FREE Test Pattern, prepared by 
office copying experts. 


For More Information 
Circle No. 378 


Distributors in Principal Cities. 
Regional Offices: New York, 425 
Park Avenue, PLaza 3-6692 
Chicago, 226 N. LaSalle Street, 
STate 1-1383 e Los Angeles, 
3563 Wilshire Boulevard, 
DUnkirk 5-2881. 


SENG FOR FULL-COLOR ALL-COPY TEST PATTERN 


paca. «comme 


it fae 6 


ME: inc acuonssonra 


Gentlemen: I'd like to have a free 3-day trial of Copease in my 


Please send free test pattern and literature. . 


ee see eigasanene 


COPEASE 
CORPORATION 


425 Park Avenue, 
New York 22, N.Y. 


J 





which is considered maximum operator copy over regular wire or radio voice 
capacity in most installations. Hewever, communication channels. It accepts con- 
with fewer shelves in the storage rack, tinuous copy of any length and operates 
smaller capacity units may be secured at continuous recorders automatically. It 
lower cost. Shuttles are adjustable to also can be operated manually or auto 
convenient operating height. The loose 
leaf, aluminum alloy dividers fit into 
aluminum trays with expandable fol- 
lower blocks. A standard tray weighs 
only 24 lbs. complete. Storage rack holds 
trays within easy reach for transfer to 
shuttle as a sort progresses. One empty 
shelf is always available to avoid need 
for putting trays anywhere else to make 
the transfer. A.I.D. bas also improved 
their 30 desk sorter models. For More 
Information Circle No. 120. 





FACSIMILE TRANSMITTER 
L & O Research & Development Corp., matically at varying scanning speeds 
134 N. Wayne Ave., Wayne, Pa., an- compatible with existing equipment. 
nounces the Model 956-B Transmitter, a Takes copy up to 20” wide; scanning 
continuous flat copy, spiral type scanner width is 18.85”. Overall size of unit is 
for transmitting forms, maps, photos, 22” wide, 19” high, 27” deep. For More 
plans, and other printed or handwritten Information Circle No. 127. 





DISTRIBUTORS-PRINTERS 


Get your free copy of new 

1957 copyrighted illustrated 

price catalog showing the 

largest line of N.C.R. forms 

ever presented. These no car- 

bon required forms include 

N.C.R. snapsets,—flat and fold 

over statements,—one part fold 

over and the finest N.C.R. line 

find statement being made. Other 

items in the N.C.R. line are three part reply sets,—letersets, 

—and blank sets for imprinting. Also shown are many of 
the above in carbon interleaved style. 

Sold only through distributors and printers who should _—— 


=~ 

write on their letterheads, today, now, for their free copy 

of this very new catalog to: | 
palo Susinese Toume wes. co. Fimmeel 


329 WEST COURT ST. CINCINNATI 2, OHIO 








For More Information Circle No. 335 
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You get things done —on time 
with EVER READY desk calendars 





For More Information Circle No. 222 
HE Orrice—June, 1957 





RENA SUPER 
ELECTRIC 


RENA 
HAND ADDRESSING MACHINE 


RENA 
ADRESSETTE 


er 


SPIRIT ADDRESSING MACHINES 


A profitable sales program is 
offered to good distributors. 


RENA 
BUROMASCHINEN-FABRIK 
DEISENHOFEN BEI MUNCHEN 

WEST GERMANY 


For More Information Circle No. 307 





TRANSPARENT FLOOR MAT 

Delta Products Div., Air Accessories, 
Ine., Box 1440, Fort Worth, Texas, makes 
clear transparent Floor Show office chair 
mats in four styles and 24 sizes. These 
protect the flooring while not distracting 


a 


from the floor covering’s appearance. 
Mats are reversible which eliminates 
dealers’ need to stock left and right hand 
styles. Can also be custom made to fit 
any need up to 100” x 120”. For More 
Information Circle No. 126. 


MOISTENERS 
Coast Sales, 600 16th St., Oak- 
Calif., offers all-rubber 
moisteners which are unbreakable. The 


West 


land, Wescosa 


regular 
other 


style retails at 50e each. An- 
style has a suction cup bottom 


which adheres it to any smooth surface 
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SUT 


ADDING MACHINE 


SWIFT BUSINESS MACHINES CORP. 


Great Barrington, Mass. 


For More Information Circle No. 174 
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for speedy és 
economical gi | CONVENIENT SIZE 
microfilming | 
—see the 
camera 
that has 
all 3! 


i. 
ueni48 


<u, 


3600 <a 
by | ieDold on 


FILM MAGAZINE 


MICROFILMING SAVINGS BEGIN WITH YOUR PURCHASE 
OF THIS LOWEST PRICED MOTORIZED MICROFILM CAMERA! 


Only the Flofilm 9600 gives you small size for savings 
combined with ‘portability (goes to the records) 

and the exclusive film magazine for flexibility of 
operation undreamed of in any microfilm camera! 


These 3 features add to the savings inherent in 

microfilming procedures with no loss of record 

availability; permitting many types of records : 
(payrolls, accounts receivables, checks, etc.) uf 

to be recorded at the same time; no film waste; no time PORTABILITY 
lost in sending records to be filmed! 


For More Information Circle No. 275 Por 


SSS SESS SSSSSSSSSSESS SESS SSSSSS pe FREE FOR THE ASKING! Send tor your copy of “An Introduc- 


"tion to Microfilm” showing how firms such as yours save mone 
DIEBOLD, INC. Dept.58 4 “\ with Flofilm! P d 


Flofilm Division 
Norwalk, Conn. bass 


Please send copy of “AN INTRODUCTION TO 


See | cbold 


cut oO 8 Poo FA T € OD 











Flofilm Division e Norwalk, Conn 


Sales and Service Offices in All Principal Cities 











for one hand operation and prevents it 
spilling. This model retails at 98c. For 
More Information Circle No, 144. 


AIR CONDITIONER 
Worthington Corp., 
announces a packaged air conditioner 
built to overcome the problems of water 
shortages and high water expenses, cut 
complicated installation costs and elimi- 
nate conversion costs. This SAC unit op- 


erates solely as an air-cooled unit and is | 


packaged in two sections: an air circu- 
lating and refrigeration unit, the heart 


of which is an air-cooled hermetic com- 
pressor; and an _ air-cooled 
which can be remotely located. The two 


sections are connected by flexible copper | 


lines with hermetie couplings at both 
ends for simple joining. Available in 3, 
5 and 714-ton sizes, the SAC occupies 
little floorspace and its attractive beige 
cabinet blends with any decor. The SAC 
is equipped with lifetime lubricated bear- 
ings on the fan and fan motor and an 
automatic switch for correct tempera- 
ture control. Optional accessories include 
discharge plenum with adjustable grille 
louvres; hot water or steam, or 
freeze steam 2-row heating coils; and 
water spray type humidifier. Units are 
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Harrison, N. J., 





condenser | 
| letterhead. Name of nearest distributor on 


non- | 


When the master 


| sheet is PATA- 
| PAR TRANS- 


LUC 2N T 


| PARCHMENT, 


sharp, clear cop- 
ies come easily — 


| consistently. The 


secret is Pata- 
par’s quality- 
controlled texture and 


| uniform, correct translu- 


cency. This assures super-fast transmission 
of the ultra violet rays — resulting in copies 
of utmost clarity, and top speed operation. 
Furnished in Substance 12-15% and 44. 


If you use a Bruning, Ozalid or other 


| direct-print copying machine, try Patapar 


masters and see the difference! For brochure 
of testing samples, write us on your business 


request. 


 g 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 
Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 
| Headquarters for Vegetable Parchment Since 1885 


For More Information Circle No. 308 





SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


For More Information Circle No. 325 





CARBON INTERLEAVED 
BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 
CARO, MICHIGAN 


For More Information Circle No. 326 





For Your Annual 


inne ROLLER CHANGE 


Insist on a 
"Futuristic" 


5- _— _— 
a Best ye 
Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More information Circle No. 327 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 
For fast, 
typing of bottom 
line index on all 
visible cards 
10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 


280 Main St., Worcester 8, Mass. 
For More Information Circle No. 328 


accurate 


176 








internally wired at 
able to operate on 
volts AC, 
No. 119. 


factory and avail 
208, 220, 440 or 550 
For More Information Circle 


RUBBER BANDS 
Co., 
complete 
its line 
Plymouth’s 


Canton, Mass., 
new family of 
of rubber bands, 
familiar blue 
For the variety market. 
acetate box which is 
re-useable. It contains 
of natural 
bands. Bundle 


Plymouth Rubber 
announces a 
packages for 
all in 
orange 


and 

eolors. 
clear 

and 


there is a 
attractive 
either 
ored 


an 
pure 


assortment or col 


rubber 


band 


merchandising gets a lift with 
mouth’s bundle tub display of 50 as- 
sorted bundles of rubber bands. The 
tub’s cover clips to the back when open, 
making a display card. Plymouth’s hair 
braid bands have been named Ponyettes 
and are packaged in poly bags with an 
attractive collar. They come in natural 
or Plymouth’s boxed 
rubber bands appear in modern dress in 
l-oz., %4-lb. and 1-lb. The %-lb. 
box has a handy perforated dispenser 
tab in the cover. The 1l-oz. boxes are 
packed 16 to the display carton. For 
More Information Circle No. 107. 


Ply- 


assorted colors. 


boxes. 
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l no more black, messy, ink! 


Amazing Mew 


DIAGRAPHY. 


STENCIL DUPLICATING 
COMPOUND 


Goes on Light Green 
. prints BLACK— 


like magic! 


In handy 
“Drip-Proof” 


16-02. cons seal NOW MAKES MIMEOGRAPHING 


THE CLeanest of All 


@ NO CHANGE NECESSARY DUPLICATING METHODS! 
in present equipment aire — 
© CLEAN AND PLEASANT HERE IS THE MODERN chemical miracle that 
Unlike black ink, it rinses off is revolutionizing the entire office duplicating field! 
easily with soap and water Amazing DIAGRAPHY Compound is clean, creamy, 
@ PRINTS CLEAR, SHARP COPIES — colorless (like-a-hand-lotion) fluid. Will not soil or stain 


ill not offset, bi fad é : 4 : 
pasha hands or clothing—yet it prints sharp, clear, black 
@ WILL NEVER HARDEN CLOTH 


PAD or Clog Drum copies. Works perfectly in any standard mimeograph 
duplicator. 
ORIGINAL “DIAGRAPHY 


. STENCILS” acid free and es- 
rors ny Aono ona SEE A DEMONSTRATION 
ith thi . P e “ie , ; 
pena pee teen See amazing DIAGRAPHY in action! Prove 
ity stencils — to yourself that DIAGRAPHY is the cleanest 
of all duplicating methods. Ask your sta- 
tioner for a demonstration today ! 


Special DIAGRAPHY Peper ancsoery in “DIAGRAPHY™ is protected by patent ap- 
this process is f sively by plicati in the U.S.A. and foreign coun- 
these four leading American paper mills: tries throughout the world. 

HAMMERMILL, NEKOOSA-EDWARDS, MEAD 

and NORTHWEST PAPER COMPANY. 





Another Outstanding Product of 


THE PRINT-O-MATIC CoO., INC. 
724 W. WASHINGTON BLVD. © CHICAGO 6, fiL 


Pioneers in New and Better Stencil Duplicating Products 


For More Information Circle No. 262 
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NEW! DISCOVERY! 


SAVES PLUMBING BILLS OPENS DRAINS 


INSTANTLY 

Miller Sewer Rod Office Dept., 
4640 N. Central Ave., Chicago 30, LIL, 
makes the Plumber’s All Purpose Flush 
ing Gun for cleaning obstructions in of 
fice toilets, urinals and sinks. Anyone 
can operate its easy trigger and it is said 
to clean all pipes up to 500 ft., no matter 


how many bends there are. Can be used 
on any waste pipe from 1%” to 6” to 
clear paper, rags, grease, sand and other 
debris. Obstructions float away when 
struck by the gun’s hammer blow. Of- 
fered on a 30-day free trial to prove its 
value. Free Booklet (ADV.) 
For More Information Circie No. 337 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent roiling. 
Made i 13 heights — 4 

Circular 
56-0 and prices. 


1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, Ill. 


For More Information Circle No. 338 








RECORDS INCINERATORS 
Disposal Div., Silent Glow Oil Burner 
850 Windsor St., Hartford, Conn., 
makes a complete line of Confidential 
Paper Destroyers which will completely 
reduce, to a fine white ash, bundled ma- 
terials of the heaviest paper and card- 
board stock, in charge capacities of 144, 
3, 5, 10 and 15 bushels. Units require no 
auxiliary devices and will completely de- 
stroy old paper money, stock certificates, 
tabulating cards, 
accounting records, ete., without sparks, 
fly-ash, smoke, This complete 


Corp., 


classified documents, 


odor or 


destruction is accomplished by the hy- 
of changing the 
loaded materials into combustible gases. 


droxolation process, 


Complete combustion is then induced by 
introducing secondary air through scien- 
tifically placed holes above the fire. The 
Confidential Paper Destroyer is easier- 
to-load and tamperproof locks on the 
loading door and ash drawer insure ab- 
solute security. It operates equally effec- 
tively in indoor and outdoor installation 
without the need for a costly stack when 
used outdoors. Low temperature opera- 
tion insures longer life and eliminates 
the dangers of excessive heat and flash- 
back while loading. Confidential Paper 
Destroyers are constructed of heavy 
gauge, welded steel castings, lined with 
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USE SLIP-ON LABEL HOLDERS 
for neater more attractive indexing 


Red, blue, green, 
black and ivory 
—fabricated 
from plastic. 


2 Standard 
Sizes 


KK-1 for 1” 
Ring Books 
KK-2 for 2” 
Ring Books 
Built-in storage 
space for label. 
Clips swivel for a 
perfect fit. 


For proper size 
when ordering, 
for ring binders, 
measure diam- 
eter of ring. 


a> 


On Ring Binders 


3 Standard Sizes 


SO-1 for 1” Ring Books 


$O-1'%% for 1%” Ring Books 


SO-2 for 2” Ring Books 


You'll enjoy their neat uniform appearance. 
Their durable metal construction will last 


indefinitely. 


Binders 


They're made of 
Vinyl Plastic— 
will not warp or 
curl—will 
fit every type 
of open back 
binder. 


on 


LOCKING DEVICE 
SPECIALLY TREATED 
BOTH SIDES 


They slip into 
position to lock 
any size 
post—and grip 
firmly without 


3 Standard Sizes 


PBS—'%2” x 22” 
PBM—1” x 2” 
PBL—2” x 2!” 





marking. 


Available from your Office Supply Dealer or for information write to 


® 26029 W. 8 Mile Rd. 
ce YOGUCTS LUNiCe detroit 19, michigan 
West Coast Distributor: Canadian Distributor: 
Arch K. Ansty, 171 2nd St., San Franciso 5. * The Luckett Loose Leaf, Limited, Toronto 14, Ontario 
Territories available for Dealers and Distributors 


For More Information Circle No. 224 
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heavy refractory and equipped with cast 
iron grates. The standard 114-bu. model 
is $225; the 5-bu. model is $460; both 
available for prompt delivery. Special 
sizes can be designed and produced to 
meet special requirements, For More In- 
formation Circle No, 395. 


PRESENTATION EASEL 


Arlington Aluminum Co.,. 19011 W. 
Davidson, Detroit 23, Mich., makes a 
multiple-use portable presentation easel 
for flip-chart presentations, blackboard 
chalk talks, card chart speeches and 
paper pad presentations. It also doubles 
as an attractive portable display frame 
easel at the point-of-purchase. The Arl 
ington easel is well-supported by four 
aluminum legs and rigid enough to be 
written on without being steadied with 
one hand. There is no fear of collapse in 
the middle of a presentation. Clamping 
device holds a 28” x 34” paper pad se- to 29” x 40” x 2” with no screws to 
eurely and makes it a quick, simple job tighten or get lost. A carrying case is 
to change from paper pad to flip chart, available. For More Information Circle 
ecard charts or blackboard. Easel folds No. 122. 











SLIDE-AWAY DOORS ADD FINISHED 
APPEARANCE, SECURITY 


Now you can have 5-shelf or 7-shelf Verti- 
File with disappearing-type doors. Doors 
can be ordered with or without locks and the 
locks can be keyed alike or differently. 


Deluxe VERTI-FILE Saves 60% in Floor Space 
You'll combine the space saving, low equip- 
ment cost advantages of Verti-File with 
security and eye appeal when you switch 
to Deluxe Verti-File with Doors. 

Call your Deluxe dealer. He’s in phone directory 
under ‘Shelving, Steel’ or write for brochure V-415. 


DELUXE METAL FURNITURE CO. » WARREN, PA. 
A DIVISION OF ROYAL METAL MFG. CO. 


LO |-E: | Tu)U | 


For More Information Circle No. 306 


























*patent pending 
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DEALERS: Liberal Discounts — Delivery you can depend 
on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 
Dealer, Dept. 1, 1600 E. 26th St., Little Rock, Arkansas 


2 ONE-TIME Carbon Forms _ 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only... 


INTERNATIONAL BUSINESS FORMS 4 
'n co P Oo 


7 R A 0 
FORMERLY ARK-N-SETS, INC. 
1600 E. 26TH STREET e LITTLE ROCK, ARKANSAS 














Tor Be si 


Duplicator 


They're designed to “office print” extra @ Today's finest dual cylinder 
wide impressions on all types of paper 
stock, including airmailweight. Using 
paste ink, your finished work has that @ Five great models, electric and hand. 
fine-printing look. Geha quickly pro- Pri ‘ 199.0 

duces letters, bulletins, advertising, tices start at $199.00 
postcards (long or wide way), forms, We also manufacture Tempo IMPERIAL, king 
and other useful “print” jobs. Distrib- of high-speed, heavy production duplicators. 
uted and fully guaranteed by makers 

of Tempo products. MAIL COUPON TODAY FOR COMPLETE DETAILS 


stencil duplicator. 


Milo Harding Company, Dept. 7CC 


BAL LO KAR DI HG ¢c<o. 500 Monterey Pass Rd., Monterey Park, Calif. 


Rush brochure and price information on 
Los Angeles * Cleveland * Pittsburgh ( ) Geha Stencil Duplicators 
San Francisco * Washington, D. C. ( ) Tempo Imperial Duplicator 


Manufacturers and distributors of NAME 


SEaS. FIRM 


ADDRESS 











AMERICA’S MOST COMPLETE LINE 
OF STENCIL DUPLICATING PRODUCTS 
INKS — DUPLICATORS — STENCILS SoEE SHOATS 
TEMPOSCOPES — ACCESSORIES — SUPPLIES cm ee ee ee ee es 


For More Information Circle No. 260 
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FAST!! SAFE!! 
FILING—FINDING 


USE 
ATLAS VERTICAL 
FILING SYSTEMS 
FOR 


NEGATIVES 
OFFSET PLATES 
STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 


Write for 
Complete 
Catalog 


ATLAS HANGERS 
A Type for Every Need 


Choose the hanger 
best for your re- 
quirements. 


DNP (Illustrated) 
Nega-Plate envel- 
ope hanger for off- 
set plate and nega- 
tives, 
SH for serrated edge 
offset plates. 
PH for pinhole edge offset plate. 
DSH for standard stencils. 
DGR for foreign heading stencils. 
PSC for offset plates, negatives, stencils, 
etc. 
GIH Gripdex for group and specialty 





ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 


For More Information Circle No. 315 
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LIST FINDER 


Bates Mfg. Co., 30 Vesey St., New 
York 7, N. Y., makes the Pencilist which 
comes equipped with its own pencil. 
After making numerous consumer sur 
veys, they discovered that the most fre 
quent demand from list finder users was 
for a built-in pencil holder to eliminate 
the time lost searching for a pencil to 


jot down a number. The Pencilist was 
designed to give the stationery dealer a 
wider market since it attracts the eye of 
both the office and home user. It has 
spaces for 1300 names and phone num- 
bers and wide cards. Available in five 
colors: mahogany, ivory, walnut texture, 
sage green and silver birch, the Pencilist 
retails for only $1.95. For More Infor- 
mation Circle No. 152. 


ICE CUBE MAKER 


Bevco Co., 3320 8. Broadway, St. Louis 


| 18, Mo., makes the Model DBR ice cube 
| dry cooler with an added water faucet 
| attachment, available in 4, 6, 8 and 10- 
| ft. sizes. The ice cuber consists of 12 
| trays in a 4 ft. cabinet. Each tray con- 


tains 14 cubes, giving each cooler a 168- 
cube capacity. Water, dry-cooled bever- 
ages and ice cubes are served from a 
single unit. Made of a_ high-polished 
chrome finish on brass, faucet comes com- 
plete with copper water coil. Water loca- 


| tion on the cabinet can be selected as 
| desired and the faucet can be reversed. 
| Beveo dry coolers are easy-to-clean, have 
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Eliminate 
Dangerous, 
Messy 
Wires 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
In Lengths of 4, 5, 6 and 10 ft, Also Spe- 
cial Lengths, No Installation Necessary. 
Write for FREE Circular O-ED57 


CMG INDUSTRIES ° IDEAS, INC. 
615 South 2nd St., Laramie, Wyoming 





For More Information Circle No. 288 


NEED HOLES? 


They're easy with a 


PIONEER PAPER DRILL 


A production 
machine with 
such quick set- 
up that short 
runs are a 
special delight. 
Eliminates 
costly, time- 
consuming 
"farming out." 
The small 
investment is 
soon repaid 
and then goes 
on making 
money for you 
instead of 
someone else. 


Accessories for cornering, slotting and slitting. 
Send for literature now. 


PIONEER 


1130 NEBRASKA, TOLEDO 7, OHIO 


For More Information Circle No. 289 
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| ACCURATE 


MACHINE RUNNING-TIME RECORDS 


with the 


ENGLER A.C. 
HOUR LOG 


Wasted machine time 

is expensive . . . Install 
the new ENGLER business machine hour log 
and have records of actual machine running 
time. These logs are specifically designed for 
use on all types of Electric or Electronic 
Punched Card Accounting Machines. 


Write today for detailed bulletin. 


ENGLER INSTRUMENT COMPANY 


DEPT. 06, 254 CULVER AVENUE 
JERSEY CITY 5, NEW JERSEY 
For More Information Circle No. 290 


ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SORTKWIK 
between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 
easier.Long lasting supply... 5@¢ 
At your stationer or send $1.00 for 
TRIAL OFFER of two regular size containeré 


LEE PRODUCTS COMPANY 
Dept. 0-6, 2736 Lyndale Ave. So., Minneapolis, Minn 
For More Information Circle No. 291 
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New Phone Amplifier 
Frees BOTH Hands! 

















TEL-O-MASTER 
e Amplifies INCOMING message 
e Picks up OUTGOING conversation 


Dealerships Available Now 


FISHE 


Research Laboratory, Inc. 
Dept. TO-1, Palo Alto, Calif. 





Adjustable volume increases sound up to 7 
times; no installation or electrical connections; 
finished in handsome mahogany. Only $69.50. 











For More Information Circle No. 248 








A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


~ fF YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 
Order from your dealer or 
send 50¢ and dealer’s name. 
THE ERASER CO., INC. 


1068 S. Clinton St., Syracuse 4, N. Y. 
mc 

























For More Information Circle No. 249 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


THE 
COFFIELD 
EVERLASTING 
Interchangeable 
ORGANIZATION 


CHART 
A typist, a typewriter and typing paper 
are all you need to keep your chart up 
to date. It’s that simple! 











“_—--+> 









° Sizes to Fit Any 
¢ All Parts Are Movable and Re-usable 
* Photographs for Sharp Prints 
Write for Free IHustrated Folder 
with Price Schedule No. 0-6 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circle No. 250 


( REDLACE 











WITH Smith’s 
OPNWINDO Stee! Guides 


Remove old tabs—slip these mov- 
able, clamp-on guides easily into 
place. 


Available in 1" and 2" widths. Packed 
25 to box with labels in strips for 
easy typing. Also alphabetic labels 
to 200 subdivisions. 


Hundreds of other uses to save time, 
improve filing. See your office supply 
dealer or write direct. 











CHARLES C. SMITH, INC, 


EXETER, NEBRASKA 
For more than 50 years, a complete line 


of time-saving signals and indexes 





For More Information Circle No. 251 
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five-year warranty and adjustable tem- 
perature controls. For More Information 
Circle No, 154 


DRAIN PIPE CLEANER 
Miller Sewer Rod Co., Dept. Office R, 
1642 N. Central Ave., Chicago 30, IIL, 
makes the Miller Rod House unit which 
clears clogged sewers in office buildings, 
factories and stores in a matter of min- 





YOU'LL LIKE 
THE QUALITY 


of B-V Snapaparts 
and Tabulating 
forms...a blend 
of individual 
design and prac- 
tical construction. 


Bitumob ts Mim eltr tina 


Saat 


BOMmMNMNAR-VAWwreeR 
oH rconporeted 


1735 EAST 30th ST., CLEVELAND 14, O. 
Sales Offices and Dealers in Principal Cities 





For More Information Circle No. 312 
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utes. The unit clears all stoppages up 
to 100 ft. including clogged toilets, sinks, 
urinals and floor drains, often saving the 
price of the unit the first time it is used. 
It is only necessary to turn the Speed 
Handle and the Miller Rod is whirled 
through the pipe. Cutter blades can be 
attached to roots. Complicated 
bends are no problem because the bulb 
head makes every turn in the pipe. For 
a booklet, ‘‘How to Save Plumbing Bills 
in Office Buildings,’’ Circle No. 123. 


remove 


TYPE SOLDERING TABLE 

Wilhelm Dreusicke & Co., Lutzowstr. 
3, Berlin W35, Germany, announces the 
Dreusicke Type Soldering Table which 
allows soldering and aligning a complete 
set of typewriter type in only 15 minutes. 
Dreusicke 
Precision Type Soldering Gauge in the 


There is an electro-magnetic 
center of the table and grooves for solder 
and tools on both sides. The swivel gas 
blowtorch is foot operated with 
the air control at front of the table. Gas 


frame 


pipe and compressed air line of brass and 
copper tubing have normal gas taps with 
44” hose connection. For More Informa- 
tion Circle No, 394. 








A PEDIGREED BRAND .... Conforms to Federal Specifications 


108, Ot 
wit YEP of 


* ag y “op 
* Guaranteed by % 


Good Housekeeping 


Zr pi 
5 adveaniste 





PROMPT DELIVERY 


OUTSTRETCH — OUTLAST — OUTSELL ALL OTHERS 
Plymouth Rubber Company, -Inc., Canton, Mass. 


For More Information Circle No. 350 
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LITERATURE 
from the 
Manufacturers 


Letter Writing Manual 


Mead Corp., Advertising Dept. 0-101, 
Dayton 2, Ohio, offers a manual that 
tells you how to write the kind of letters 
you would like to receive. Titled the 
‘*Mead Letter-Aider’’, this booklet 
covers every kind of letter writing and 
answers many letter questions. It is the 
second in a series of manuals created 


. BS 


by Earle A. Buckley, authority on letter 
writing and direct mail selling. Among 
its contents are articles on how to write 
sales letters that get action, how to 
get your letters off to a good start, and 
how to revive inactive customers. It even 
tells the most adroit manner to use in 
replying to complaint letters. For a copy 
of the Letter-Aider, Circle No. 156. 


Collating Costs 


Thomas Collators, Inc., Dept. B, 50 
Church St., New York 7, N. Y., offers a 
collating cost calculator. Offices with 
duplicating operations involving the col- 
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ADDING 
TOTALIA S22 

MACHINE 
capacities up to 12 listing - 13 totaling 


A.A. A. Adding Machine Compeny, Inc. 
26-09 Jackson Avenue - Long Island City, N.Y 


GROBARK & Compeny 
199 H. Dearborn Street - Chicago 1, iff 


wy Pty 
NUM } RIA KEYBOARD 
CALCULATOR 
A.A. Adding Machine Company, Inc. 


26-09 lackson Avenue - Long Island City, N.Y capacities 
up to 10x11x21 


HAND MODELS 
ALSO AVAILABLE 


LAGOMARSINO-FAI . 


For More Information Circle No. 286 


187 





AMERICAN SPEED SET 


Gear Construction Numbering Machines 
Model 43 


Finger 
Tip 
Control Wheels engrav- 
ed with figures, 
letters, frac- 


tions, ete. 


Any Number 
Quickly 
Brought Into 
Printing 
Position 


WRITE FOR 
SPECIAL 
FOLDER 


AMERICAN NUMBERING MACHINE UO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
105-W. Madison St., Chicago 2, Ill 








Branch 


For More Information Circle No. 239 


(COLORED SIGNAL CHANNELS TRE) 
POSITIVE REMINDERS 








NEED THIS BUSINESS SAFEGUARD— 


to follow up “time due” records such as purchase orders, 
collections, insurance, contracts, quotations, production 
schedules, etc. Green signal channel for the months—red 
signals for the day. 


SEE YOUR LOCAL STATIONER AND SPECIFY SMEAD PRODUCTS 
SMEAD MANUFACTURING COMPANY, INC. 


Hastings, Minnesota 





For More Information Circle No. 240 
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PROFITUNITY 


Dealers have an opportunity for greater profits 
selling our line of insulated record containers. 
NEW—FIREPROOF 1 drawer files on stand 
with ball bearing casters. Easy to move. 


Overall 
Height 
on 
Stand 30 

w 
YALE pin tumbler key lock. Inside 
Model 501-L Lettersize—Length 
Height 1044” MODEL 501 LI 
P Width 153%”, Height 10% 
1700°F, Full 1% 


Equipped with 
drawer specifications 
26”, Width 12%” 
Legal size—Length 26”, 
Furnace tested for one hour at 
wall of approved insulation 


MIDWESTERN MANUFACTURING CORP. 
Indianapolis 4, Indi 


“Safety ts 





' 
our Business’ 


For More Information Circle No. 241 


BEST 
TEST | 


of reliability 


can be found in the names of the 
companies he serves. Consolidated, | 
for example, manufactures. busi- 
ness forms for some of America’s 
largest firms. But, large or small, 
everyone enjoys fine service, reli- 
able deliveries, competitive prices, 
and the widest range of standard 
forms, tabulating forms, W-2 and 
other tax forms. Custom printed 
forms for every purpose. Send for 
Catalog A or send sample of form 
for quotation. ' 





CONSOLIDATED 
BUSINESS SYSTEMS, INC. 


30 Vesey St., N.Y. 7, N.Y BArclay 7-3687 


For More Information Circle No. 242 
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latany uf payes intu sets will find thi- 
slide-chart useful in planning collating 
workloads, time required and cost. The 
device provides quick, at-a-glance deter- | 
mination of the time in minutes required | 
to collate from 4 to 32 sheets per set | 
into multiples of from 100 to 1000 sets, 
by both manual methods and by Thomas 
collators. For a free calculator, Circle 
No. 145. 





Offset Supplies 

Davidson Corp., 29 Ryerson St., Brook- 
lyn 5, N. Y., has published a 36-page 
illustrated catalog of their complete line 
of Laboratory Controlled Supplies, auxil- 
iary equipment and attachments. The 
book contains pictures and data on many 
innovations and products for the offset 
printing and duplicating field. Users of 
Davidson Dual-Liths and other types of 











printing and duplicating equipment will 
find the catalog helpful as a guide to 
standardizing their offset duplicator and 
printing supplies, and achieving the high- 
est quality printing work. Because offset 
lithography is basically a chemical tech- 
nique, chemicals and solutions used in 
this process should be consistent in uni- 
formity and quality, and should be com- 
pounded to laboratory controlled stand- 
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ASOKT 
has the ANSWER. 
to your PROBLEM 





Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matter what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
fages you can 
gain with €E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 
facts. 


E-Z SORT SYSTEMS, LTD. 








45 Second St., Dept. 3, San Francisco 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 


For More Information Circle No. 281 
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ards for proper reaction and compatibil- 
ity when used together. Davidson Lab 
oratory Controlled supply products in- 
clude: paper mastei’s, presensitized plates, 
offset and relief printing inks, offset pro- 
cessing solutions (all types), ink var- 
nishes, dryers, etc. This catalog lists a 
variety of auxiliary equipment such as: 
Dual-Lith attachments (8 attachments 
for regular offset lithography, simultane- 
ous 2-sided lithography, Davengraving, 
relief printing, imprinting, dry offsct, 
numbering and perforating); ProType 
for producing type photographically; 
platemaking equipment, auxiliary ink 
vibrator rolls, auxiliary ink unit, blanket 
cleaning attachment, mechanical jogger, 
pile jogger, Lite-Mite attachment, damp 
ening wiper attachment, static elimina- 
tor, alternate sheet feed attachment, etc. 
Among the equipment listed and illus- 
trated are Dual-Lith Models 242, 241, 
251, 233 and Embee Folding Machine 
Models 230 and 360. For the catalog, 
Circle No. 149. 


Figuring Machine 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, Ill., offers a 
large full-color folder illustrating and 
describing both the Automatic Printing 
Caleulator and the Mult-O-Matie figuring 
machine. The folder stresses the new cal 
culator’s fully automatic division, multi- 
plication, subtraction and _ addition 
through one simple Simpla-Key master 
control lever. Other features 
and shown include the simplified constant 


described 


lever for fully automatic constant divi- 
sion or multiplication; total transfer but- 
ton that allows multiplication or division 
of totals or sub-totals without their re 
entry; the instant stop button; and the 
Select-O-Matic lever that supplies totals 
or sub-totals automatically. The Mult-O 
Matic is presented as the right machine 
for automatic multiplication, subtraction 
and addition. Both machines have simpli- 
fied 10-key keyboards. For the 
Circle No. 148. 


folder, 


MULTILITH OPERATORS 


NOW YOU CAN CUT COSTS “50 o 


STEP A 





STEP A — Wrap 
acetate (sent with 


STEP C — Tie en 











cover) around roller. 

STEP B—Slide TRI-MOL Mol- 

leton cover (as oy onto roller. 
ends 

string THAT'S ALL THE! 


FOR ALL MULTILITH & DAVIDSON PRESSES 
For turther information, write: 


ROLL-O-GRAPHIC CORP. 


cover your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 
can put on their own dampening roll TRI- 
MOL Molleton covers. It's as easy as 


A-B-C (see illustrated steps at 
left). Send in your order to- 
day or write for more 


information. 
cut excess 


d 
RE IS TO DO! 


133 Prince St., New York, N. Y. 


DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 269 
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Duplicating Hints 


Duplicating Papers, Inc., 230 West | 
17th St., New York 11, N. Y., offers a 
32-page booklet, ‘‘Office Duplicating and 
Printing,’’ to owners and operators of 
duplicators in N. Y., N. J. and Conn. 
Booklet contains latest developments in 
duplicating processes, operating hints 
and instructions on proper page usage. 
For a copy, indicate types of duplicators | 
used and Circle No. 146, 


Calculator 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., offers a folder entitled, ‘‘ Debut of 
the New Remington DX-94 Office Ma- | § 
chine,’’ which points out how business- | 
men can capitalize on a profit - making 
idea. The machine offers automatic divi- 
sion, short-cut multiplication, high-speed 
addition and subtraction with automatic 
credit balance. A permanent record with 
a constant proof of accuracy is available, | 
as the Simpla-Tape records the entire | 
problem, while listing only the essential | 
figures. For the folder, Circle No. 151. 


ERASERSTIK 


you erase without 
a trace 





Smart Secretaries and Typists 
depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 

EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 


Porcelain Enameled Parts 


Erie Ceramic Arts Co., Dept. O, 3120 
West 22nd St., Erie, Pa., offers a 20-page, 
cartoon illustrated booklet, ‘‘Porcelain | 
Enamel in Industry,’’ which deals brief- 
ly with the origin and development of 





porcelain enameling, its advantages and 


features. Mention is made of common 


uses such as meter dials, phone number | 
plates, instruction plates and special ap- | 


plications such as reflectance and color 
standards, ete. This company designs and 
fabricates small porcelain enameled parts 


in large volume at economical prices. For 


a copy, Circle No. 150. 


Export Shipping Guide 


AEI-Air Express International, 90 
Broad St., New York 4, N. Y., offers a 
reference guide to import requirements 
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For More Information Circle No. 284 


EraserStik. 


7099 & 7099B gray, all- 
utility EraserStik for pencil, 


ink or typewriting. 


| 7066 & 7066B for those 
who prefer a soft, red type- 


writer eraser. 


With Without 
brush 10¢ 


brush 20¢ 


| 


A.W. FABER-CASTELL 


PENCIL CO 


| . NEWARK 3 N 








Here’s Why Everyone Prefers 


LUXC0 


The Stand in Most Demand 


ATTRACTIVELY STYLED 
Wf * Smooth Contours 

oo ] * Rounded Edges 

Lf * Full Round Tubular Steel 


5\\ 


& 
> 
) 


ENDURING STRENGTH 


* Continuous ring of steel rigidly fastened 
completely around the top—solidly ties 


iOS 
fof top and legs together 
4 * Full — Solid Steel Top — no slots or 
9) openings 
Sr * One-Piece Stamped Base 
SILENT STEEL 


* Steel top is undercoated and fully in- 
sulated by special sound absorbing 
compound 


* Cushioned guide bars and retainers 
* Soft rubber casters . . . soft rubber feet. 


Model B605 
Business Machine 
Stand with 
Cushioned Bars 
and Retainers 


A Complete Line of Stands, Steel Chairs and Stools 
ond a De Luxe Personal File 


ADGER, ::<. 
134 5 ime. 
KING AT FRONT ST., LA CROSSE, WIS. 
For More Information Circle No. 282 
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of 168 foreign nations. With it, a U. § 
exporter can determine specific consular 
and exact phrase 
ology required for shipments to virtually 
any spot in the world, in a minute or 
less. Countries are listed alphabetically, 
and each is keyed to indicate the regula 
tions that apply. There are 37 possible 
variations of 


documents, charges, 


basic consular require- 
ments and charges, and 15 variations of 
commercial invoices. For the 


Circle No. 396. 


guide 


Tape Recording 


Minnesota Mining & Mfg. Co., 900 
Bush St., St. Paul 6, Minn., offers a 41- 
page booklet on how tapé recorders can 
save time and money in more than 70 
business and _ industrial applications. 
Called ‘‘The Tape Recorder in Business 
and Industry,’’ the pocket size manual 
tells how tape recorders are used in man 
agement 


communications, methods and 


procedures in factories, and in personnel, 
sales, advertising and public relations de 
partments. Each chapter contains sub 
divisions explaining in detail how the 
business, salesman, or factory manager 
benefits by magnetic tape recording. A 
convenient table lists the reel size and 
playing time of the six Scotch magnetic 
tapes in lengths from 150 to 3,600 ft. and 
playing times from 3% minutes to 6 
hours. For a copy of this booklet, Circle 
No. 147. 
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MORE for the boss 
in new features that mean 
low-cost, time-saving accuracy! 


ore 


The New Customatic Comptometer 
gives you everything you've learned 
to expect from Comptometer— 
plus 3 new features 


CUSTOMATIC 
KEY CONTROL 
operator simply adjusts 
new control to suit her 
own individual touch, 


Still There, are all the features that have made COMPTOMETER 
unchallenged wherever fast, accurate, low-cost figure work is 
important! 





Pinpoint Accuracy — Accuracy Key prevents registration until stroke 
is completed. insures accurate results 

Easy-to-Read-Answers — Giant-size numerals in two colors show 
through wide apertures, counterbored to reduce glare 

Active Ciphers — All ciphers to the left of answers are eliminated 
Ciphers and numerals in the answer are distinct and easily read 


Taal ileal — 3 — ia 





Comptometer COMMANDER — insures 
accuracy in dictation. Life-time ma- 
chine beit saves more than machine 
costs. See for yourself. Mail coupon. 
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Comptometer COMPTOGRAPH “220M” 
~ with new multiplication key -- more 
features than any other 10-key listing 
machine. Try it FREE. Use coupon. 


For More Information Circle No. 283 





MORE for the operator 
in new features, beauty 


ease of operation! 


cleared, electrically 


COLOR 
smart, restful Diamond Gray 
scientifically selected for 


good looks 


INSTANT ELECTRIC 
CLEARANCE 

a@ touch of the bar and the 
jials are instantaneously 


jily with mo 








eys give lightning answers 


results 


Simplicity of Operation — Di 
No levers, cranks, or extra operat st 
Molded Key Tops — Finger-tip fashioned 
Cushioned Touch — Built-in floating action e 
fatigue” 





minates “finger 





Add up all these features and you have the machine that se 
tacular new standards. You will fully 
see the new CUSTOMATIC COMPTO 
this in your office FREE. 


reciate them only when you 


R in action. Let us prove 










Oorporation 





Comptometer Corporation 
1724 North Paulina Street, Chicago 22, Illinois 
In Canada: Canadian C 
501 Yonge Street, To 


nptometer, Ltd 







0 5, Canada 
Arrange free off 
Send me liter 


trial for me 1 
n 
ng-Calculating Mact 








ptome r Commander 
Comptometer Comptograph "220M 
Name 
Firm 
Address 
City Zone State 


meee ewww mewn nnn www nccwnwnJd 
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of the Office 





Elects Macllroy 


Frank G. Mac- 
Llroy, vice presi- 
dent, Western Em- 
ployers’ Services, 
San Francisco, was 
elected president 
of National Office 
Management Assn. 
at its annual con- 
ference in Los An- 
last month. 
A. Schultz, as- 
sistant secretary, Unity Mutual Life 
Insurance Co., Syracuse, N.Y., is Ist 
vice president. The conference featured 
an excellent program of speakers, topics 
and discussions. Attendance was smaller 
than usual, about 1000 members and 
guests registering. The usual office equip- 
ment exposition was held in conjunction 
with the conference. Next year’s con- 
ference will be held in Chicago, May 
25-29 


geles 
Frank G. Macllroy F 


Machine Accountants’ Conference 

The sixth annual conference of the 
National Machine Accountants Assn. 
will be held at the Conrad Hilton Hotel, 
Chicago, June 26-28. Vice president Ed- 
ward A. Pagni, in charge of the confer- 
ence, reports that the seminar program 
will have many presentations on subjects 
vital to both electronic and punched card 
users, An Electronic Spectacular is to be 
presented by three of the large computer 
manufacturers. The business show will 
include the largest exhibit of automa- 
tion equipment ever shown at a NMAA 
Conference. More than 30 of the nation’s 
large equipment, forms and service com- 
panies will have exhibits, according to 
Joseph Puleikis, exhibit committee chair- 
man. 


194 


Peirce Heads CIA 
Peirce, 

vice president and 

controller, A. B. 

Dick Chicago, 

was elected 
dent of the Con 
trollers Institute of 
America. He will 
Dudley E. 
Browne, vice presi- 
dent of finance and 
controller, Lockheed 
Aircraft Corp., Burbank, Calif., who will 
chairman of the board. Stuart 
W. McLaughlin, controller, West Virginia 
Pulp & Paper Co., was reelected treas- 
urer of the institute, and Victor L. 
Persbacker, controller, American Brake 
Shoe Co., was named assistant treasurer. 
-aul Haase, managing director of the 
institute, was reelected secretary. 


James L. 


Co., 


presi 


succeed 


James L, Peirce 


become 


How to Save More Money 


Business and industry would save more 
than $282 million a year if it sent only 
20% more of its mail in window enve- 
lopes, Leslie H. Matthies, general chair- 
man, told the 1957 International Sys- 
tems Meeting executive committee. ‘‘ Ac- 
cording to statistics,’’ Mr. Matthies 
declared, ‘‘A secretary earning $350 a 
month costs her employer 4ce for each 
envelope typed.’’ This extra typing of 
names, firms and addresses is a simple 
example of how time—which is money— 
is wasted, he said. Of the 59 billion 
pieces of ‘mail the Post Office estimates 
will be sent in 1957, 35.5 billion will be 
‘*With the extreme 
shortage of stenographic personnel, busi- 
ness should abolish antiquated ideas and 
investigate modern systems which more 


sent in envelopes. 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-to-operate ma- 
chines cost so little they soon pay for themselves—save you 
money from then on in, A few copies or thousands . . . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service. 


You'll be delighted with the way sleek, colorful PLASTICO 
BINDING enriches and modernizes. The way pages open 
flat easily . . . provide unbroken doubly-impressive spreads 
- « . turn smoothly no matter how thick your book, In a 
wide variety of rich colors, PLASTICO BINDINGS “'spark"’ 
the simplest cover treatment with dignity and prestige. 
Get the details today! 


‘| Dept. 0 732 Sherman St, Chicego,'S Wine ” 


For More Information Circle No. 214 | Please rush FREE MANUAL giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units. 


PLASTIC BINDING CORPORATION ere er 


ay 


D4 


vyY 4? 








With its stunning new President model, Monroe introduces more than a new accounting machine... 
Monroe establishes an entirely new ratio between what you pay and what you get in machine 
accounting. Now, for the first time, any business can enjoy all the benefits of big business 
bookkeeping at a price actually hundreds of dollars less than before! And job changing flexibility is 
built right into every model in the President line. With the flick of a knob accounts receivable, 
payroll, cost control, accounts payable ...all become mechanized operations. Look at the 

price tag on this machine. Then put your own price tag on what machine 

accounting can do for you. Speed receivables by getting statements 

out faster. Build prestige with neat looking records. Put credit data at 

your fingertips. Control your 


work so it flows easily and See the MAN from M NR E 


always accurately. Write or 
telephone Monroe Calculating Machine Company, Inc. — 
. I accounTine 
General offices: Orange, N. J. Offices throughout the world. we... a : 
For More Information Circle No. 221 
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than 1000 experts from all over the world 
will analyze when they meet in Los An 
geles in October,’’ Mr. Matthies con 


elude d. 


AMA’s Business *““War Game” 
Twenty company presidents took part 
in the first 
corporate executives. 
Management 


business ‘‘war game’’ for 
This was the Top 
Decision Game, a new 
executive training device developed by 
American The chief 


purpose of the game is to give presidents 


Management Assn. 
and would-be presidents intensive prac 
tice in the analytical techniques of de 
cision making—in the process by which 
from a mass of 
available facts those that are pertinent 


the executive selects 


to the problem he must solve, analyzes 
their meaning for the future, and decides 
on an appropriate course of action. 


Here’s a Bargain 
The fourth 
fice Management 


annual NOMA-Miami Of 
Institute held 
at Miami University, Oxford, Ohio, June 
20-21. The cost for all 
and it includes lodging, meals and tips. 
for only $11 addi 
tional, are promised two enjoyable days. 
write Lee W. Wilder 
Steel Middletown, 


will be 
sessions is $28 
» - “« ~? ; re 
Registrants’ wives, 
For information 


muth, 
Ohio. 


Armeo Corp., 


To Install Large Computer 


New England Mutual Life Insurance 
Co. has signed a contract for $1.5 million 
with Remington Rand Division of Sperry 
Rand Corp. for installation of a Univae 
II electronic data processing system, it 
was announced by O. Anderson, 
president of the 
The will 


billing and 


Kelley 
insurance company. 
premium 
accounting, dividend 


system consolidate 
ealeu- 
lating and accounting, policy valuation 
and commission payments. In premium 
billing, 13 different cards will be elimi- 
nated for each policy and that data put 
on one inch of tape. Mr. Anderson said 


that an employee training ‘program is 
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being established and that they prefer ti 
teach programming and other computer 
operations to people who are experienced 
in life rather teach it 
surance to experienced 
New England Life has approximately 
900,000 individual policies in force. The 


insurance than 


programn ers 


Univae IT system will handle as many as 
More 


now 


hour. 
than 1,400,000 premium notices are 


12,000 premium notices an 


required per year. 


NACA Conference This Month 


Space reached ree 


ord-breaking proportions for the exhibit 


reservations have 


of business 
National 
conjunction with its 


machines sponsored by the 
Cost Accountants in 
38th 
conference, June 
the Sheraton-Park Hotel, 
mm Gy Attendance at the 


expected to exceed 


Assn. of 


annual inter 


9 OF 


eo-of In 
Washington, 
conference is 
The technical 
entire 


national cost 


program will devote an morning 


(June 27) to electronic data processing. 


after 
auditing prob 


A special session is scheduled the 
noon of June 25 to discuss 
under electronic data 


lems processing 


systems. 


OEANY Elects Bunce 

Earle G. Buneée, office services manager 
of the Dyestuff & Chemical Division of 
General Aniline & Film 
elected president of the 
tives Assn. of New York. 


executiv e 


Corp., Was 
Office 
Aiding him, as 
Arthur B. 


Industries, 


Execu 
vice president, is 
Ine. 
Re-elected treasurer for the third straight 
time was Peter 8S. Verwys of the Na 
tional Board of YMCA/’s. Also re-elected, 
as secretary, was Rudolph Lang, manag 
ing director of the National 
Show. 


Richmond, Burlington 
g 


Business 


NABAC Research Fellowship 
Announcement was made by Steve H. 
3omar, president, National Assn. of 
Bank Auditors & Controllers that the 
association has established a $2500 doe 
toral research grant. Mr. Bomar, who is 
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"g pulls the dirt out of type- 


writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Fold the putty 
upward to origi- 
nal pyramid shape 


NS “eg 


cs Za" 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to covse headaches 
or colds. 


To moke neot erosures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 


Dealers—write for sample and cost 


ee Oe ee ee oe Se 
Pr. ©. COR 04464 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 336 
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ce president and treasurer, Trust 
\tlanta, explained that 
grant was designed to encourage re 


Georgia, 


arch of high caliber in bank account 

auditing, personnel administration, 
banking operations and internal controls 
vell as to enable 


‘complete thei 


qualified individuals 
doctoral degree work. 
iddition to the monetary grant the 
, through sponsorship by NABAC, 
will receive cooperation from the 5500 
bank members of N ABAC, The program 
is under the direction of Dr. F. svers 
Miller, NABAC’s executive director who 
formerly was Dean, School of 
Administration of the 
Richmond, Va. 


student 


3usiness 


University of 


Illinois Saves $850,000 


Savings of more than $850,000 have 
een effected through the installation of 
1 integrated paperwork control program 
n Illinois State Government, according 
to Charles F. Carpentier, secretary ot 
State of Illinois. The program was 
planned and installed under Mr, Carpen 


tier’s direction by National Records Man 


agement Council, and its subsidiary 
Robert A. Shiff, 


Services, said, 


Naremco Services, Ine. 
Naremco 


‘The Illinois records manag 


president of 
‘ment survey 

largest paperwork control pro 
gram ever instituted by any state or local 
covernment. It will serve as a model for 
others to follow.’’ Among the results 
were: elimination of the creation of ten 
million pieces of unnecessary paper; dis 
continuation of filing of seven million 
pieces of paper not required to transact 
disposal of 41 mil 
operations; mechanization 


government business; 
lion processing 
of 3% million manual processing opera 
tions, 


READERS ORDERING A CHANGE 
OF ADDRESS should rovide both 
their old and their new address, and 
give at least one month's advance 
notice. 
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MAKE REVISIONS 


IN SECONDS 


with this new invisible tape 
you can write on! 


FAST, NEAT CHANGES are easy to make with 

“Scotcu’”’ 810 Permanent Mending Tape. It 

has a new non-reflecting surface you can write on with pencil, ink or 
typewriter. And revisions look neater because ‘“‘ScoTcH’’ 810 becomes 
practically invisible on contact with paper. Also, it will never shrink, 
become brittle or ooze adhesive. ““ScoTcH’’ 810 is the ideal tape for 
invisible mending of office records, maps, important documents. Get a 
supply today! : 


REG. U.S. PAT. OFF 


SCOTCH (=: 


B i A N D Permanent Mending Tape 


810 Permanent 
Mending Tape 


aooucr On 


e 
The term “Scotcn” is a registered trademark of Minnesota Mining and Manufacturing 
Co., St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: 


P.O. Box 757, London, Ontario. 


"esearch 


For More Information Circle No. 185 
THe Orrice—June, 1957 








-Q- 


EX 


AUTOMATIC 
LINE-FINDER 
Board fits desk 
drawer but will 
work 17” wide 
sheets. 





LANSDALE 
Frelelekens-Melel-i elt aslel. 
BOX 568 LANSDALE, PA. 


For More Information Circle No. 331 


CASH REGISTER 


. aw TS 


> 





jie z 
WORLD fanaa, 
WIDE ie xs 


SERVICE VAs eeeek 
eae 


SS MN 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


HIGHEST 
QUALITY 
PRODUCTS 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 332 





Cromwe.t Printery, Inc. 
ROTARY DEPT 
ALBANY 1, N.Y 





For More Information Circle No. 333 


MANUFACTURERS OF DURALUMINUM 


HOLDERS sarc 





MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 334 





sible. It would be a courageous soul 


indeed who would try or recommend it 


except in very crucial operations in 


limited portions of an office, if the usual 


tedious methods of writing standard 


operating procedures were to be em- 


ployed. But there are easy and eco- 


nomical methods, so the fear is unneces 


sary. 


The first step in writing the SOP 


manual for an entire office, department 


or company is to make a classified list 
of all the 


responsibilities that 


tasks, operations, duties and 


need to be covered 
in the standard procedure manual. | 
recommend that this list be detailed and 
to the 
could 


writing the 


specific, getting down tiny details 


of everything that possibly go 


wrong, since rules for any 


such tiny item will require only a few 
minutes and printing them will require 
very little 


Also, 


a broad 


space. 
I recommend making this list on 


basis, for the whole office or 


department. Procedure at one desk has 
tie-in relationships with procedures at 
other desks. One work 
better by the 


ployees are organized in harmony with 


employee ean 


new rules related em- 
the rules. 
This 


ing the rules written for the 


“cross-reference” value of hav- 
whole of- 
fice as one project is important. In- 
terplay of suggestions between depart- 
ments or work stations is helpful. An 
office is like the human body in that its 


”? 


various are interrelated. You 


can’t alter the digestion too much with- 


“organs 





out affecting the heart or the nerves or 
the skin. 

Once the 
listed for the office or department chosen 
for the project, I prefer to have each 
employee select tasks or operations from 
the list and actually write the manual 
copy in a form as nearly ready to print 
as possible. 


tasks and operations are 


He does this on slips of 
paper, one work step per slip, and ar- 
ranges the slips in proper sequence. For 
one task there may be three steps, for 
another 12 or 18 


which 


Or there may be sub- 
steps, can likewise be done on 
slips and clipped in bunches for even- 
tual typing in indented style. 

It isn’t safe to trust a task to a single 
person, so each one’s bunch of slips 
needs to be checked by others who may 
make changes or insert additional steps 
to fill in procedural gaps and omissions. 
The write-up for a given task may even- 
tually contain slips contributed by four 
or five persons before it is in a form to 
which all agree. 

In this 
SOP copy, 


his 


stage of writing the actual 


have each contributor sign 
the 


reviewers or 


name on front slip of the set 
add their 
de- 
partment head or office manager eventu- 
ally signs and takes official responsibil- 
ity for the soundness of the complete 
procedure for each task, before it is 
typed. 

In this 
duced by the people who are to work 
and live by it. They made their own 
rules and they will abide by them. And 
they received training in the work while 
they wrote the rules. 


Later revisers 


names in succession. A supervisor, 


way, your manual is pro- 


(Dr. Crawford’s book, How to Make Training 
Surveys, gives more detail about his method. It 
is obtainable from C. C. Crawford, 3832 Mt 
Vernon Drive, Los Angeles 8, Calif., $5 postpaid.) 
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ga ten 


a Your 


FOR RECORD-STORAGE 
With LIBERTY BOXES 


a 


Keep inactive records.safe, clean and 
neat with Liberty Storage-Boxes* You'll 
find them sturdily built...and so eco- 
nomical. The cost ofa Liberty Box over 
r period figures out at just 
pennies aiyear! Write today for free 
catalog—find, out how Liberty Boxes 
¢an h@ip youlgwer record storage costs. 
Sold ‘by stationers and office equipment 
dealers from coast to coast. 


BANKERS /BOX CO., DEPT. 0-6 


Franklin Park, Illinois 


For wore Information Circle No. 344 


3 PHON PROBLEMS 


SOLVED ——_ 
Safeguarding privacy. 

Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 

Model for all types 

of phones and dic- 

tating machines. 

Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 








For More Information Circle No. 345 
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Head Underwood Corp. 
The 
Corp. elected Frank FE, 


board of directors of Underwood 
Jeane as chair 
chief 


Zaenglein, presi 


board and executive 


William G. 


executives 


man of the 
officer, and 
dent. Both 
pointed to the 
the board of 


were also ap 
committee of 


The 


executive 


directors. announce 


William G. Zaenglein Frank E. Beane 


Fred M. 
as president and 
Mr. Beane 


president and 


ment of Farwell’s resignation 


lirector was also made. 


joined Underwood as vice 


controller and was sub 


sequently appointed vice president-fi- 


nance. Mr. Zaenglein formerly was execu 
Underwood. 


tive vice president of 


Royal McBee Ad Director 


Gordon 


Ackland 
was named to the 


newly 


created post 
ot director ot ad 
vertising for all 


McBee Corp. 
products 


Roy al 
including 
typewriters, sup 
McBee sys 


tems and data proce 


plies, 


essing 


Prior to 


equipment. 


Gordon Ackland this, Mr. 
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Ackland 
typewriter products, 
by Xavier N. 
assistant 
s3oth men joined 
in 1946, 
experience in the oftice equipment 
joined Royal McBee 
ager for data processing equipment. He 
Belsho 
public 


was advertising manager for 
a position assumed 
Benziger who had been 
of that 


Royal Typewriter Co. 


manager department. 
John G. Vogeler, following long 
field, 
as advertising man 
became as- 


replaced J. E. who 


sistant director of relations re 
porting to Roger Connor, vice president 
relations. All ap 


pointments were announced by H. Carl 


in charge of public 
Davis, vice president for marketing, who 
said that Mr. 


of the company’s marketing group. 


Ackland is now a member 


Burroughs Advertising Executives 


\ major reorganization of Burroughs 


Corp. advertising functions 
nounced by Willis I ° 
wW.C 


advertising of the 


was an- 
Morgan, vice presi 
dent-marketing. . Sproull was named 


director of corpora- 


W. C. Sproull A. R. Maclsaac 


associated with the staff 
marketing operation, devoting his entire 


tion and will be 
time and attention to coordinating and 
with the 


programs of all 


assisting various advertising 
Burroughs divisions and 
subsidiaries. At the 


pointment of A. R. 


same time, the ap 


MaclIsaae as adver 
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~to faster, easter, cleaner stencil cutting 


NEW SURE-RITE ALL-PURPOSE BROWN FILM STENCIL 


AT LAST — The one stencil that meets all of your demands...the one stencil that really lives up 
10 the definition of an ALL PURPOSE STENCIL! 

The new Sure-Rite Brown Stencil incorporates the qualities of toughness and softness and 
absolute freedom from static. 

Use this amazing new stencil for water or oil base inks and emulsion type inks, for a regular 
stencil or a mechanical negative. Ideal for stylus work, it is soft and will reproduce the most 
delicate lines, and it is tough so that it will not tear under the hardest pressure. It will stand long 
runs or repeated runs, It is made in all machine sizes and for all standard American and foreign 
machine models. 

Truthfully, the new Sure-Rite Brown Film Stencil is the one ALL PURPOSE you can buy without 
sacrificing one of the qualities you need for faster, easier, cleaner stencil cutting — for longer, 
sharper runs. 

Write for a FREE SAMPLE, today! 


American Stencil Mfg. Co. 


2714 Walnut Street et) Denver, Colorado 


MID-WEST, CALL YOUR LOCAL PANAMA-BEAVER MAN—ALWAYS A LIVE-WIRE. 
EAST, CALL TRU-RITE, INC., 110 LAFAYETTE ST... NEW YORK, NEW YORK. 


For More Information Circle No. 202 


THE 
THE 
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5S MILLION 
SECRETARIES* 


LOVE US—YET 
they don't 





even know 





our name! 





Wen carbons are crisp, clean, smudge-free, typing flows fast and 
effortlessly ... you save time, temper and money .. . and create better 
sales impressions. To constantly guarantee satisfactory performance, 
the makers of America’s best-selling carbons rely on Schweitzer’s high 
quality carbonizing papers. Schweitzer papers—proved best by test for 
absorbency, strength, purity, and uniform texture—assure the perfect 
marriage of fine paper and fine carbon inks. 


*(Stenographers and typists, too!)' 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INC. 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. © Mt. Holly Springs, Pa. 
For More Information Circle No. 175 
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tising manager of the newly created Bur 
roughs Division was announced by Noel 
L. Mudd, general manager of marketing, 
Burroughs Division. Mr. Sproull joined 
Burroughs as a writer for company pub- 
lications in 1919. In 1921 he was assigned 
to direct mail advertising, creative and 
production work. He was named director 
1924 and be- 
came advertising manager of Burroughs 
Adding Machine Co. in 1926. He 
appointed advertising in 
1953. Mr. MacIsaae joined Burroughs in 


of export advertising in 
was 
director of 


1921, starting in direct mail production 
work and progressing to a wide variety 
of positions before his appointment in 
1946 as 
He was 


assistant advertising manager. 


named assistant director of ad 


vertising in 1953. 
Clary Sales Administrator 


Alton, 
nationally known 


George G. 


sales executive, was 
appointed to the 
newly created post 
of sales administra- 
tor for Clary Corp., 
Hugh L. Clary, pres 
ident, announeed., 


Mr. Alton 
pervise the 


will su 
George G, Alton Some 

pany’s sales promo 
tion, training, public relations and adver- 
tising programs. He has occupied key 
sales positions with the corporation dur 
ing the past 14 years and has been asso 
ciated with the office machines industry 
for a quarter of a century. 


Now Comptometer Corporation 


The 70-year-old Felt & Tarrant Mfg. 
Co. has changed its name to Comptometer 
Corporation, according to president Albin 
E. Carlson, who said ‘‘the change was 
made since more people knew us by the 
name of our product than knew the com 
pany’s full name.’’ The change affects 
the firm’s Chicago and Algonquin, IIL, 
manufacturing plants as well as 100 U. 8. 
sales offices. 

Clerkin Jr. elected a 


James J. was 
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director of Cor ptometer ( orp. Mr. 


Clerkin, administrative vice president, 


replaces George J. Coupe, who retired. 
Joard members re-elected are 
J. Koch, Albin FE. 
Charles A. Capek, Fred B. Hanson, John 
Slezak and Other 
board, are Ray 
secretary; George D. 
Robert W. Smi 


and 


Raymond 
chairman: Carlson, 
Jane Morgan Tarrant. 
officers named by the 
mond F. Koch, 
Kasten Jr., treasurer; 
assistant tre 


assistant secretary 


urer, 


Microline Sales Manager 
Ells 


was appoint 


Russell 8, 
worth 
ed sales manager 
for the new line of 
Miecroline products 
of the Ozalid Divi 
sion of General Ani 
line & Film 
it was announced 
by Walter A. Hen- 
president 


Corp., 


sel, vice 
: Russell S, Ellsworth 
of the company and 
general manager of the Ozalid Division. 
Mr. Ellsworth will be responsible for the 
phase Ss 
Prior 
to joining Ozalid, he was with the Filn 
sort Division of Dexter Folder Co. Wil 
liam A. 


microfilm 


sale of new products eoveril gy al 
of microfilm production and use. 


Joeteker, who coordinated th 


program in its initial stages 
an important part 
will 


and established it as 
of the division’s activity, continue 


as sales manager of lithographic products. 


GBC Appointments 


Kevin Ferguson was appointed assist 


ant general sales manager for General 
Binding Corp. Mr. Ferguson returns to 
Chieago from New York where he 
manager of the New York branch and 


eastern regional manager the past three 


was 


M. Kuhn, vice president, sales, 


years. J. 
also announced the appointment of C. M. 
Brennan as branch manager of the Chi 
sales office. Mr. 
GBC in 1950 and for the past three years 
has managed the Detroit office. General 


cago 3rennan joined 
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THE ONLY BOOK 
OF ITS KIND! 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me 


Describes ail! office reproduction and 
duplicating processes. Time-saving charts 
show at a glance whieh process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 
tells when not to use certain methods 


includes: 

CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING 
FLUID DUPLICATING 

STENCIL DUPLICATING, 

RELIEF DUPLICATING AND PRINTING 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA) 

CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER) 


FACSIMILE MASTER PREPARATION 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
FACSIMILE TRANSMISSION, 

PUNCHED CARD DATA TRANSMISSION 
IMPRESSION STAMPS, 

ADDRESSING METHODS, 

TABULATING MACHINES, 

SIGNATURE MACHINES, 

OTHER IMPRINTING MACHINES, 
BINDING AND FINISHING EQUIPMENT 


Over 200 pages of helpful information 
and illustrations (including 100 pages of 


advertising by duplicator manufacturers 
with Buyer's Guide index). 


. copies of the MANUAL OF OFFICE REPRODUCTION 


of $3.25 a copy. (] ! enclose remittance. [] Send invoice 


Name 
Company 
Street 


City 
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New plant of Office Products, Inc., at 26029 W. Eight Mile Road, Detroit, is more than triple 


the area of their former quarters, according to John Sobesky, president. 


Sales manager 


Harold Panter invites dealers to visit the new plant. 


sinding Corp. moves its plant and offices 
to their new location at 1101 Skokie 
Highway, Northbrook, Ill., this month, 
aecording to William N. Lane, president. 


Data Processing Sales Manager 
Pe ig 


essing 


Craft, vice president, Data Proe 


Equipment Sales and Service, 


Royal McBee Corp., announced the ap 
Robert Reynolds to the 


position of general sales manager of the 


pointment of 


corporation’s Data Processing Equipment 
Division. Mr. 
ern region manager for McBee Co. 
19538, will make his headquarters at Port 
Chester, N. Y. 


Reynolds, who was south 


since 


Millionth Olympia Portable 
Werke, A. G., 


largest office machine manufacturer, last 


Olympia Germany’s 
month made its millionth post-war porta 
ble typewriter. This Olympia record was 
and the 
time, 


established in only nine years 


at just about the same 


11,000th 


company, 


emploved its worker. 


OEMI Publie Relations 


The two-billion-dollar office equipment 
industry, through its trade 
the Office Equipment Manufacturers In 
stitute, has formed an advertising and 


association, 


public relations committee. Its members 
are the advertising and public relations 
directors of 23 major firms. Chairman of 
the new committee is A. Donald Brice, 
director of advertising and public re 
lations of Dictaphone Corp. 
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SMNA Officers 

The 
Assn., 
90% of the 
industry, named the following top officers 
at their annual meeting: A. W. Jackson, 
vice president, Diebold, Inc., was elected 
president. Warren 
Herring-Hall-Marvin 
president. W. J. 
elected secretary-treasurer. 
directors are: S. R. Akers, 
Meilink Steel Safe Co.; Edwin H. 
ler Jr., Mosler 
Raymond Koontz, president, 
Ine.: H. V. Widdoes, executive 
president, Remington Rand Division of 
Sperry Rand Corp.; L. C. Walker, presi 
dent, Shaw-Walker Co. 


Safe 


National 


represent 


Manufacturers 


W hose members ove! 


American fire-resistive safe 


Mosman, president, 
Co., 
Parker was re 
The other 
president, 
Mos 
Co.; 
Diebold, 


vice 


Safe became 


vice 


president, Safe 


Underwood-NCR Talks Ended 


last month an 
National 


a possible 


Underwood 
that 


Register Co. coneerning 


Corp. 


nounced discussions with 
Cash 
have been ter 


association of interests 


minated, by mutual consent. 


For Furniture Dealers 

National Office 
the attention of furniture dealers to its 
No. 12 ‘‘NOFA Know-How’’ bulletin 
titled, ‘‘The Architect, the Decorator, 
and You,’’ which explains the relation 
ship of the three in the office furniture 
field. A copy may be had from John R. 
Gray, NOFA executive director, 327 S. 
LaSalle St., Chicago 4. 


Furniture Assn. ealls 








Duplisette 


READY- mane WAS 


SECOND-SHEET & / 
CARBON SETS 


for all typewritten carbon copies 


— quick, clean, easy! Act 
on this free sample offer 
—once you've used time- 
and-money-saving Dupli- 
settes you'll never go 
back to the old-fashioned 
loose carbon method! 
Size 8% x 11 in white, 
canary, pink, blue 
green. 


Send for FREE 
SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 


CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, N.Y. - 





WOrth 6-1454 


For More Information Circle No. 235 
PACE SAVER 
secra-type 
by WORDEN of HOLLAND 


242 ST Desk 42" x 32" 
Patent No. 2133807 


WRITE FOR CATALOG AND DETAILS 


the 


WORDEN company 


HOLLAND 


MICHIGAN 


For More Information Circle No. 236 
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Prove it to yourself!!! 








| Resulta answers the need for a good, 


RITE-LINE copyvuoipver 


e SAVES EYESTRAIN 





e TAKES COPY UP TO 20" 
e PROMOTES ACCURACY e HOLDS NOTEBOOK 
e@ INCREASES PRODUCTION ¢ FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 237 


Every DEALER & STATIONER 


can sell the 


RESULTA 


world’s 
smallest 
adding 
machine 
ONLY $49-95 


inexpensive, 
portable adding machine. Despite its low cost, it 


is a precision-made machine which adds, subtracts, 
multiplies and even gives credit balances. It can 
do more than most of your customers will ever need 
And remember this — ONE YEAR EXCHANGE 
GUARANTEE with no servicing ever required. SELL 
this miracle of fine German craftsmanship by join- 


ing our fast growing dealer organization. Write for 
full particulars: 


RESULTA ADDING MACHINE CO. 


110 Glen Head Road, Glen Head, L. I., N. 


(Factory warehouse with ample supply 
of machines always on hand.) 


For More Information Circle No. 238 
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Friden Promotes Boop 


Appointment of Charles E. Boop, for 
mer Dayton district manager for Friden 
Calculating Machine Co., as assistant 
general sales manager, was announced by 
L. B. Taylor, vice president and general 
sales manager. Mr. Boop will supervise 
management personnel activities in the 
sales field and work directly with Mr. 
Taylor in all matters pertaining to ad 
ministration and branch operations, Re 
placing Mr. Boop as head of the Dayton 
district Gerald J. 
Hutchinson, who had been sales manager 


sales operation is 


in the Friden office at Cincinnati. 


Filmsort Division Reorganizes 


With new microfilm techniques being 


explored and to speed data 


accessibility in the automation of office 


developed 


and engineering paperwork, the Filmsort 


Division of Dexter Folder Co. is ex- 
panding its research and development 
Now a division of the Michle- 


Filmsort has been re- 


program. 
Goss-Dexter, Ine., 
organized to place added emphasis on its 
research, development and 
handled 


through Recordak Corp., Remington Rand 


production 


programs. Sales are entirely 


Division of Sperry Rand Corp., Ozalid 
Division of General Aniline & Film Corp. 
and Microdealers, Ine. 


Royal McBee Research Center 
Royal McBee Corp. will build a new 
Research and Development Center in the 
Hartford area. President Philip M. Zen- 
ner said the new 


facilities are made 


necessary by the company’s steady 
growth and plans for continuing expan- 
sion of its product lines. Construction 
on a 100-acre site in suburban Bloom- 
field will begin as early as possible. Esti 
mated to cost $2,000,000, the center, with 
75,000 sq. ft. of floorspace, will be sub 
stantially larger than the 
present research and development labora- 
tories in West Hartford. The staff for 
the new center will be doubled over the 
next 18 months. 


company’s 
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KEEP FACTS AT 


YOUR FINGERTIPS 
with Graffco SIGNALS... 


theres a Style designed 
for every record system... 


New GRAF-LOK 
that locks on 
slotted cards for vertical 


records in constant use... 


NU-VISE 


vertical 


rojectin 
for all other {f 
Systems... 


metal NU-VIZ and 
+ran sparent CELLUGRAF 


for all visible systems... 


and CRIMPGRAF [* 


for protected 
visible cards... 


all Graffco Signals supplied in 
Full variety of colors and sizes 


Also Graffco MAPTACKS 
ond MAP FLAGS Fs 


GEORGE B. GRAFF’ COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


For More Information Circle No. 292 








The’ NCH VALET 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 


Wraps are exposed to air | 


and light. Employees do not face the weather 
in damp wraps that have been crumpled in 
dark lockers — do not eat soggy lunches, 
soaked by wet hats or gloves. Each person has 


his own spaced coat hanger, ventilated hat | 


shelf and 12" x 12" x 15" deep lock box for 
lunches, tools and personal effects. 


Lockerettes save space too ... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 (illustrated) accommodates 
18 in 9 feet. 


More salable because they keep wraps 


in press.” 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 


VOGEL-PETERSON CO. 


1121 West 37th St. +» Chicago 9, III 


For More Information Circle No. 301 


March Is New York Manager 
March 
retail 


The appointment of Howard E., 
as manager, N. Y. metropolitan 


sales organization, was announced by 
George W. Oliver, president, Thomas Cal 
lators Ine. Mr. March had been Thomas’ 
eastern regional sales manager. Julian A. 


Pollard, 


sales staff, sueceeds Mr. March as eastern 


advanced from the metropolitan 


regional sales manager. He formerly 
served as field representative with Dun & 
sradstreet and as sales representative 
for Addressograph-Multigraph Corp. The 
N. Y. Metropolitan Retail Sales Organ 
ization was created in 1956 to handle re 
tail selling of their full line of collating 
New York City, West- 
Rockland Counties, and 
Jersey. In 


equipment in 
chester and 
Northern New 
organization 


addition, this 
acts as sales and service 
Mim-E-O Stencil File Cab 
Electric Staplers, Stenafax 


agents for 
inets, Bates 


Facsimile Equipment and _ Electro-Jog 


Paper Joggers. 





“Old Faithful” 


Allen’s been faithful, too—since 1920 

Our time-tested products are also faithful 
profit-producers for you—made for every 
purse and every purpose. Boxed under our 
brand name or yours. Write today or phone 
BEekman 3-2255 for prompt sample service 
and quotations on our complete line. 








CARBON PAPER 


INKED RIBBONS 


For More Information Circle No. 302 
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Bostitch Sales Manager 


James M. Nestor has been appointed 
general sales manager of Bostitch, Ine., 
Westerly, R. I, it was announced by 
Emmet G. Gardner, president. Mr. Nes 
tor, who succeeds Kenneth E. Joy, joined 
Sostitch as a salesman in 1946. In 1952 
he became manager of Bostitch-Michigan, 
Inec., Detroit, and was manager of Bos- 
titch-Western, Ine., Los Angeles, from 
i955 until now. 


Maurer Joins A. B. Dick 


Mel E. Maurer has joined A. B. Dick 
Co. as vice president—manufacturing. 
Prior to his appointment, he was presi- 
dent of the Flex-O-Tube Division of 
Meridan Corp. Mr. Maurer started his 
business career with Northrop Aircraft 
where he became assistant superinten- 
dent. He was subsequently assistant 
director of manufacturing at Lockheed 
Aireraft; manager of manufacturing er 


gineering at Hotpoint; vice president of 
operations at Nesco, Inc., and vice presi- 
dent of operations with Knapp-Monarch 


Co. 


Royal McBee Export Division 


Royal McBee Corp. announced three 
appointments in its International Divi- 
son, made by A. F. Niendorff, vice 
president in charge of international sales 
and production. F. M. Miller, formerly 
assistant to the head of the International 
Division, is manager of the New York 
office. He will be responsible for coor 
dination of activities with the Frankfurt, 
Germany, headquarters of Royal McBee 
International and for direction of New 
York operations. A. O. Madsen, previ- 
ously export administrator in New York, 
is export manager of the U. 8S. Export 
Department. J. C. Hussey, a vice presi- 
dent of the International Division, will 
devote full-time to broad planning of ex- 
port and international sales and produce 
tion, 
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Painting part of a picture isn’t enough... 
neither can you paint a good profit picture 
with only part of your customers’ printed 
forms business! 

When you sell Hano’s complete line you 
can see your forms business and your profits 
grow. 

Only with Hano can you have a complete 
line of Registers and forms, Snap-a-parts, 
Continuous Stock forms and Tabulating 
forms. 

Why not round out your profit picture. 
Don’t sell a “just as good” form . . . sell 
Hano as a complete line. 


Some dealerships open in the South, South- 
west and Midwest for established stationers. 






PHILIP 


COMPANY, INC. 


MANIFOLD PRINTERS SINCE 1868 
General and Sales Offices Warehouse and Branch Plant 
Holyoke, Massachusetts Mt. Olive, [liinois 


For More Information Circle No. 293 











YOURS 
FREE! 


GIANT NEW 


1957 ALVIN CATALOG 
84 pages of the most complete line of . . . 


e Drawing Sets e Drafting Materials 
e Drafting Instruments ¢ Drawing Equipment 
e Designing Aids e Measuring Devices 


This new fully illustrated catalog is chock 
full of practical merchandise for engineers, 
draftsmen, architects, designers, students, 
etc. 


See complete Alvin line at your local dealer 
or write for further information . . . TODAY! 


ALVIN & COMPANY, INC. 


Windsor, Connecticut 


PHOTO COPIES 











automatically 
in seconds! 


NEW 
PORTABLE 


EXACT-FAX by Gen Genco 


 BRITE-LITE OPERATION works In any office 
light, either fluorescent or incandescent. 


DURABLE STAINLESS STEEL 
CONSTRUCTION 


MAKES MULTIPLE COPIES ONLY 4c EACH 
COPIES ONE OR TWO SIDED ORIGINALS 
REPRODUCES FROM ALL COLORS 


e Copies are 9/2” x any Complete Units 
length e Larger units start at 


available « No washing, $ 145. 


fixing, drying 

e MADE IN U.S.A. 

e LIFETIME SERVICE GUARANTEE 
Dealers & Distributors Wanted 

General Photo Products Co., Inc. 

General Photo Bidg., Chatham, N, J. 














For More Information Circle No. 231 











SECRETARIES ACCLAIM 
The ALL NEW 


—Sreepnite 
FOLDING COPYHOLDER 


Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue © Rochester 20, N. Y. 














For More Information Circle No. 232 


For More Information Circle No. 233 





Wilhelm Dreusicke Co kG 


MANUFACTURERS OF UNION-T 

TYPEWRITER PARTS AND SPECI ‘ 

BERLIN W35 LUTZOWSTR.3 
WRITE FOR FREE COPY OF OUR ILLUSTRATED CATALOG 


For More Information Circle No. 234 


THe Orrice—June, 1957 








First Facit Winners 


First winners of ‘‘gold medal’ 
citations in the Facit Olympics, nation- 
sales contest for dealers and dis- 


tributors of Facit 


wide 
calculators, 
were announced by Facit, Ine. They are: 
State Office 
Ariz.; George 
Typewriter 


Bruce and Frank Snyder, 


Equipment Co., Phoenix, 


Tilton, Tilton’s 


Great Falls, Mont.; Kenneth W. Hecht, 
Hecht’s Printing Co., Iowa Falls, Iowa. 


winners for the six-month 
contest 10-day, 
paid holiday tours for two via 
Airlines to Stockholm, 
Facit offices, and Gothenburg, 
home of Odhner adding machines, 


Grand prize 


will receive all-expense 
Seandi 
navian location of 
the main 
among 


other places. 


IBM Division to Move 


International Business Machines Corp. 
that it will head- 
quarters of its Data Processing Division, 


announced move the 






UNBEATABLE 


’ plaque 


Odhner 
adding machines and Halda typewriters, 


Exchange, 


en qe an on an on a an ee en an en een es ewes aera 


| CODO MANUFACTURING CORPORATION 
Leetsdale, Pennsyivania 





the company’s largest, from New York 
City to Westchester County. The move 


two stages, and com 

buildings to be 
constructed on a portion of a company 
owned 440-acre tract in Armonk Villag 
Mes 2s 


will be made in 


pleted in 1959, to new 


Dealer Opinion Survey 

C. M. Dick Jr., vice 
A. B. Dick Co., 
polling of its retail 


company new and 


president—sales, 
said that a scientific 
dealers gave the 
useful information 
1arket conditions. He 
held by the 
industrial center. 


The center’s survey for A. B. Dick Co. 


about n spoke at a 


conference University of 
Chicago’s relations 
was one of the first studies of 
dealers in the 


employee 


thorough 
manner that customer and 
been tested for 
industrial companies. As a result 


attitudes have 
many 

of the 
certain 


manufacturer made 
changes in the distribution of its 
benefited 
and customers, as well as the 


survey, the 


products which have dealers 


company. 


COMBINATION! 





ee 

G CARBON PAPER 
with the cho cannon t treatment 
and 


EXCLUSIVE 
ho'a CARBON GRIPPER 


Nothing else equals this combina- 
tion for superior impressions — and 
it is available only from Codo! 





| Name 





| Address 





y | ee ee 





Type name on your letter- | State 





TRY THEM! , | city 


head for free samples. 





EEL EE IEE a 








For More Information Circle No. 324 
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TYPE CLEANING MADE ym 


with the amazing 


oy 7 CLEANS 
Toon ‘e ene s * Typewriters 
+e Billing Machines 
© Adding Machines 


Typists ond business 
mochine operators wont 
"Norte Plastic Type Cleaner 
“heey eee * Addressing Plates 
no liquids to spill « Marking Devices, ete, 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 


1165 Broadway, New York |, N. Y. 
For More Information Circle No. 297 








Nuippo Check Writer ayd 


Gives the same POSITIVE 
PROTECTION as machines 
costing up to $500.00. 

It is a machine that will 
absolutely prevent the mu 
tilation, alteration or forg 
ing of the figures in checks 
and other valuable securi- 


ice (G Type) 


Nippo Machine Industry Co., Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 








For More Information Circle No. 298 





GENUINE ENGRAVED: 


pel fenrlsADs 


Le i000 


DIES ano PROOFS $fe> 2 


. a gl MANUSCRIPT 





FHUSINESS: ANNOUNCEMENTS 500 ONLY $28 — 


COVERS 
LETTERHEAD TO THIS AD... 2S S2MRVeys 
L FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 
807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 299 


° 
T Ferris ROTARY 


FILES 
THE WORLD'S 


Over 150 <r 
eon ie 
Capacities from 
LARGEST SELECTION 
OF MOTORIZED & 
MANUAL FILING 
EQUIPMENT. panies 














One unit h 
Olds 
different rec everal 
or 
FERRIS -USINTSS EQUIPMENT G sizes 
45 Seymour St. Stratford, Conn 


For More Information Circle No. 300 


British Computer Exhibiton 

An Electronic Computer Exhibition, to 
include data handling equipment of all 
kinds, will be held London, 
Nov. 28 to Dee. 4, 1958. The exhibition 
will be the first of its kind in Great 


at Olympia, 


sritain. It is sponsored, at the sugges 
tion of the National Research Develop- 
ment Corp., by a joint committee of the 
Radio Communication & Electronic Engi- 
Appliance & 
Jusiness Equipment Trades Assn. under 


neering Assn. and Office 
chairmanship of J. A. Cumming. Con- 
currently with the exhibition there will 
be a symposium dealing with the applica-' 
tions of computers to problems in busi- 
ness, industry and seience. For data, 
write J. F. Richardson, technical secre- 
tarv, Radio Communication & Electronic 
Engineering Assn., 11 Green St., 
W. 1, England. 


London, 


Office Planning Film 


‘‘The Cure of E. I. I.’’ (Emotionally 
Induced Illness), a new film which dram 
atizes the health hazards involved in 
badly planned offices, is available on a 
free loan basis for group showings. The 
24-minute, 35mm sound slide film in color, 
was produced by the Executive Furni- 
ture Guild of America and can be ob- 
tained through the 
ers or through its Information Center, 
141 EK. 44th Street, New York 17. 


Guild’s member deal- 


Royal McBee Appointments 
“s Gis 


pliance sales and service, 


3eckwith, vice president, ap 
announced four 
appointments within his division of Royal 
McBee Corp. J. E. Hill, formerly port 
able district representative at St. Louis, 
has advanced to central regional appli- 
ance manager. A former portable rep 
resentative, R. R. Vane, was appointed 
to the newly-created post of appliance 
division city manager at Chicago. W. F. 
Hickey has joined 

portable district representative to sue- 
ceed Mr. Vane at Cleveland. Creation of 
a new portable typewriter selling terri 


the corporation as 
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e FOR QUICK 
SALES 

e FOR BIG 
PROFITS 


UNDER-COUNTER 


Drow 
I\DLAM 


4 MODELS MEET 
ALL NEEDS 
MODEL V-1 (illus.) 
5 coin and 
5 currency 
compartments 
with hinged 
bill weights. * 
List $29.50 
NO STOCK TO CARRY. 24 
FULL DEALER DISCOUNT. 
PRODUCT AVAILABLE. 
A high quality product of Indiana hardwoods — 
smooth finish inside and out. Quiet roller mechanism 
— warning gong rings when drawer opens. High- 
grade disc tumbler lock. 
Write for Details 


INDIANA CASH DRAWER CO. 
P. O. Box 236-B © Shelbyville, Ind. 


For More Information Circle No. 198 


«To let you know 


Ow 


ily PS 7) 


“<Q aETAE 


supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 






HOUR SHIPMENTS. 
NO COMPARABLE 













Oo , 
/~ ©2-201L. 








PROMPT 


AND EFFICIENT SERVICE GUARANTEED 


Send for our illustrated Catalogue POST FREE 


* 
TYPEWRITER SUNDRIES CO. LTD. 


Head Office: 30 NEW BRIDGE STREET, LONDON, E.CA 


For More Information Circle No. 199 
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| PAYMASTER 




















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 

This improves personnel relations. 


name, 


Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., fst. 1902 





Originators of “Outlook” Envelopes 


For More Information Circle No. 200 





@ = SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


**BUEROMARKT'’ (Office Market) genera! 
guide, semi monthly, printed in GERMAN $6.30 
‘DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in German...... $9.50 





These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
markot. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. e New York 6, N. Y. 
Tel: BArclay 7-9550 


VERLAG PETER BASTEN, Acchen, Germany 











For More Information Circle No. 201 
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tory to eover Columbus and Toledo, Ohio, 
has also been announced, and J. G. Gor 
don has joined the corporation as port- 


able district representative for the area. 


The Young Live Dangerously 


Among people under 40 vears of age, 
the proportion of deaths by accident is 
than between ages 40 
than at 
report 

New 
greater toll 


six times greater 


and 59, and 20 times greater 
ages 60 and over, according to a 
by Mutual Life 
York. Aecidents 


among young people than heart disease 


Insuranee Co. of 
took a 
Heart disease ac 
counted for 16.2% and ecancer 17.7% of 
the fatalities among MONY policyholders 
under 40. At the older ages, heart dis 
was the principal cause of death. 
It accounted for 54.8% of the fatalities 
and 59, 66.7% of the 


Cancer was the see 


and cancer combined. 


ease 
between 40 and 
deaths over age 60. 
ond greatest cause of death at the older 


ages. 


Big Moving Operation 


Automatie Electric Co. began moving 
its facilities from Chicago to suburban 
Northlake, Lll., last month. The moving 
operation, according to the National Fur 
niture and the 


Movers’ Assn. of Chicago, is the largest 


Warehousemen’s Assn, 


ever undertaken in the midwest. Leslie 
H. Warner, president of Automatic Elec- 
chief officer of the 
manufacturing, divi- 


sion of the General Telephone System, 


trie and executive 


sales and research 
said the move will be completed in about 
four months. Mr. Warner 
that it has been planned so that produc 
interrupted. 


emphasized 


tion will not be 


Milo M. Harding 


Milo M. Harding, founder and presi 
dent of Milo Harding Co., 
nationally known 


Los Angeles, 
and 
distributors of duplicators and supplies, 
away last month. He 


manufacturers 


passed was 71 


years old. 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


HORDER’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, Ill. 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 329 
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National Conference 


& Exhibit Calendar 





National Assn. of Cost Accountants, 
Sheraton-Park Hotel, Washington, D.C., 


June 23-27. 


National Machine Accountants Assn., 
Conrad Hilton Hotel, Chicago, June 
26-28. 


National Office Machine Dealers Assn., 
Penn-Sheraton Hotel, Pittsburgh, June 
30-July 3. 


National Secretaries Assn., Sheraton- 
Jefferson Hotel, St. Louis, July 17-20. 


American Statistical Assn., Ambassador 
Hotel, Atlantic City, N. J., Sept. 10-13. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2. 

National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oct. 6-9. 


Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 


National Assn. of Bank Auditors & Con- 
trollers, Atlanta Biltmore Hotel, At- 
lanta, Oct. 7-10. 


American Institute of Accountants, 
Roosevelt Hotel, New Orleans, Oct. 26- 
31. 


National Business Show, Coliseum, New 
York, Oct. 28-Nov. 1. 


National Business Forms 
Hollywood Beach Hotel, 
Beach, Fla., Nov. 9-14. 


Associates, 
Hollywood 
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DESTROY OLD FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 











AUTOMATIC 
OFFICE PAPER 
SHREDDER 
Add filing space by 
destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
apers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine .. . shreds papers into 
unreadable !/,” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


A f? 
INDUSTRIAL SHREDDER 
Stn Ville Vomparuy 


103 MILL ST. ° SALEM, OHIO 


For More Information Circle No. 296 
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Index to THE OFFICE, Volume 45, 
January through June, 1957 


Accountants to Advances in Industry, Adjusting, Philip J. Warner .. 

Accounts Receivable System Provides Sales Analyses, A, K. Maxwell Jr. 
Auditors-Controllers, The Importance to Banking of, Steve H. Bomar 

Auditors, Result Is More Important Than Method to, E. F. Ratliff 

Automation, British Offices Are Looking Ahead to, G. L. Mercer 

Automation Employee Is the Best Asset, Even With, D. J. LeQuesne 

Automation Improves Service; Reduces Clerical Costs, D. L. Betters & J. R. Spease 
Automation Puts Three Pressures on Systems Men, Allen Y. Davis 

Automation Still Requires Personnel to Do the Job, E/mer L. Winter 

Automation, The Meaning of That Word, Herman Limberg ..... 

Automation, What Department Stores Seek From, Walden P. Hobbs 

Automation Will Aid Banks Meet New Service Demands, Erle Cocke 

Banks Meet New Service Demands, Automation Will Aid, Erle Cocke 

Binary Is for the Birds!, P. B. Garrott 

"Breaks", When Workers Overdo Their 

Britain's Office Problems Are Similar to Ours, Harry Ward 

British Offices Are Looking Ahead to Automation, G. L. Mercer 

Budgetary Control System, The Library Function of a, William D. McGuire 

Building to Keep Offices in Downtown Milwaukee, Remodels Old 

Building, Contributed Money for a New Office, Michael M. Doinick 

Bulletin Board, The Bedeviled, Andrew J. Dalton, Jr. 

Computation, Exhibit Traces the History of 

Computer, NCR to Make ; 

Computer Translates From English to Russian, Moscow, A. J. Steiger 

Consultant Pay His Way?, How Does the, Andrew J. Dalton, Jr. 

Correspondence Management, A. C. Sipes 

Costs of Production?, How Can Offices Meet the Rising, Harry L. Wylie 

Credit, Growing Nation Will Have Greater Need for, /rwin Stumborg 

Department Stores Seek from Automation, What, Walden P. Hobbs 

Duplicator Integrates Production Control, George Reisman ... ide eee 
Electronic Data Processing Is Coming for All Offices, Donald L. Gerighty agack Seca ae 
Employee Is the Best Asset, Even With Automation, D. J. LeQuesne ..... Jan., 
Employee Meets His First Supervisor, When the New, Leslie J. Whale mae Jan., 
Employee Relations, Group Appraisal Method in, Edmund D. Dwyer .. Jan., 
Employee Relations, Right or Wrong in Feb., 131; Mar., 133; Apr., 131; May, 133; Jun., 
Employees Coming From?, Where Are Our Future Office, Rocco C. Siciliano ..... .Mar., 
Enthusiasm, How to Stimulate, B. W. Elsom ze — 
Filing, The Permanent Out Card for, George Biek ae : ..Feb., 
Form, The Evolution of a, Eugene D. Homer -oos cey, 
Forms Control Unit, The Organization of a, Ralph M. Tissier ..... io tan o's: 
Forms Control Manual, How to Build a Comprehensive, Ray Marien ... Kes ss 
Forms for Tabulators Can Be 6!/."" Deep, Fanfold Feb., 
Forms Industry Serves American Business, How the, R. S. Daugherty Per ere 
Forms Parts, Blank . .Apr., 
Forum, 1957 Office Management Jan., 6; Feb., 90; voll 
Great Britain's Offices, Recent Developments in, Lord Lyle of Westbourne re. 
Handwriting?, Can Character Traits Be Ascorteined From a Person's, M. N. Bunker ; ‘Mer. 
Help, Plan to Do More Paperwork With Less Clerical, H. Stafford Kellam ..........Jan., 
Hospital Improved Its Telephone Habits, How a, Jen Nicolaides 

Hungarian Refugees, How ADP Helped 

Indians, Not Enough, W. D. Griffith 

Information, Our Obligation as Receivers and Senders of, P. B. Garrott 

Introspectometer Indicates Conferees' Thinking ; ms 
Inventory Is Kept More Accurately and Cheaper by Machine, J.M, Leach ....... .Apr., 
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"Justification?", What Price, Leslie Matthies 

Letters the Modern Way, Write, David C. Greenwood ... 
Lighting, A “Model'' Solution to Office, Rosemary Hornibrook 
Management Excellence, The Seven Pillars of, Jackson Martindell 
Management Science vs. Scientific Management, Gifford H. Symonds..... 
Methods Staff, Five Points to Consider When You Evaluate the Work of Your Office, 
Harry H. Fite 


Microfilm, Now Small Offices Can Use, Joseph F. Curtin 


Microfilm Applications, Answering Misconceptions on, Wynn D. Crew 


"New Office’, How to Learn More About the, Harry M. Nordberg 
NOFA Convention and Exhibit in New Orleans, March 27-31 
NOMA Conference in Los Angeles, May 12-15, 38th Annual 


Occupational Group, Fastest Growing 


..Feb., 
..Jun., 


.Feb.., 


_Jan., 


..Jan., 


Mar., 


_—" © 


Office Management Gets Top Management | Rank, How, William L. Crunk 
OMAC's Annual Seminar and Business Show in Chicago, March |1-14 


Organization Planning, The Basic Elements of, John B. Joynt 


People Are More Important Than Anything, Wilbert E. Scheer .. 
Personnel for Office Automation, The Training of, Floyd Guillot 


. Jan, 


Jan., 
Mar., 
May, 
Jun., 
Jan., 
Mar., 


Jan., 
..Apr., 


Personnel Management, What ASPA is Doing for, Marshal/ J. Diebold 
Personnel Selection is the Key to Office Efficiency, Dr. Louis J. Rago 


Plane, Accounting for the Company's, eatin M. Foster 
Pressure, B. W. Elsom 

Procedure Manual, Four Ways to Produce a, C. C. Crawford 
"Procedurese’, Let's Stop Writing, Leslie H. Matthies 
Production Control, Duplicator Integrates, George Reisman 
Programming in Its Proper Perspective, P. B. Garrott 
Programming of an Office Computer, The, Wa/ter R. Mason 
Promotions, A Check Chart for, Ernest W. Fair 


Punched Card Systems Don't Have to Be Expensive, Richard Neumaier 


Railroads Pioneer Use of Automatic Office Machines, P. J. Kendall 


Railroad Systems Group Has Grown 800% in Five Years, N. A. Sorensen 
Receivables Job for Small Office, Machine Speeds, Vincent R. Aguero 
Records Management and How It Finally Came of Age, A. A. Deter 


Records Management Field Needs Trained Personnel, John F. X. Br 
Red Menace, The Real, Harry H. Fite .. 
Responsibility Cannot Be Decentralized 


.Mar., 


itt 


Richmond's City Offices Are "Slightly Automated", _ John W. Huffman 


Russian, Moscow Computer Translates From English to, A. J. Steiger 


Sales Control, Visible File Provides, Edward F. Halperin 


Schools Need More Cooperation from Business, The, Dr. Theodore Yerian 


Schulhof Awards, NOMA Discontinues . . : 
Secretaries, Procedures for, Ida Welch .... 


Secretaries See Education as Best Business Cure- All, Martha Rosamund . 


Southern California's |0th Annual Business Show .. 

State Loses Its Trained Personnel to Business, Chet B. Akers 

Steel Desks, These Office Workers Prefer . 

Systems Improvements, What to Avoid in Estimating the Savings of, 
Edmond 

Telephone Habits, How A Hospital Improved Its, Jen Nicolaides 

Thinking, The Art of, B. W. Elsom 

Training of Office Workers, Employee Workshop Method Simplifies, 

Type Reduction Chart Aids Office Reproduction, Arthur W. Clark 

Turkish State Agency Buys Office Equipment, Haldun Kurt 

Vacation Benefits, Office Workers Have the Best 


W. McNamara 


. . Crawford 


Woman Can Increase Her Compatibility, How The Business, see Sherman 


Worker and His Off-the-Job Problems, The, B. W. Elsom 
Worker's Mind, How to Find Out What's on a, B. W. Elsom is! 
Work Inventory?, Have You Ever Taken a, Leslie H. Matthies .. 
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Index to New Products, January-June, 1957 


ACCOUNTING MACHINES 


Burroughs Corp .. May, 165; May, 193 
International Business Machines Corp. Mar., /6! 
National Cash Register Co. Jan., 175 


ACCRUAL VERIFIER 
Wiedeman & Co. . ., 156 


ADDING MACHINES 


Burroughs Corp. 

Facit, Inc, . 

Felt & Tarrant Mfg. Co. 
Monroe Calculating Machine Co. 


ADDRESSING EQUIPMENT 


Wm. A. Force & Co. 

Rena Buromaschinen-Fabrik 
Sten-C-Labl, Inc. 

Weber Marking Systems 


AIR CONDITIONING 
Worthingion Corp. 


AIR DEODORIZERS 


Keystone Scent Conditioner ea. 
Williams Chemical Co. . 
Woodlets, Inc. 


ASH TRAYS 
Service Ideas, Inc. 


AUTOGRAPHIC REGISTERS 
Ennis Tag & Salesbook Co. 


AUTOMATIC EQUIPMENT 

(Also see Electronic Equipment) 
Clary Corp. 1h 

Dresser Products, ‘Inc. 

International Business Machines Corp. 
International Standard Trading om. 
Remington Rand Division ; 
Shaw Walker Co. ae 

Whiteford Laboratory 


BINDING EQUIPMENT 
Cummins-Chicago Corp. 
General Binding Corp 
McMillan Book Co. 
BRIEF CASES 


Jan., 


CALCULATORS 


Clary Corp. . Ma 
Deutsche Telephonwerke & Kabelindustrie AG 


Felt & Tarrant Mfg. Co. 
Lagomarsino-FAI SpA 

Monroe Calculating Machine Co. 
Silver Bells Ltd. ...... 


CARBONS & RIBBONS 

Columbia Ribbon & Carbon Mfg. Co. . 
Franklin Ribbon & Carbon Co. ; 
Old Town Corp 

Rochester Ribbon & Carbon Co. 

CASH REGISTERS 

Victor Adding Machine Co 


220 


CHAIRS & SEATING 


A & A Mfg. Co. ...-Peb., 
Correct Seating Institute Mar., 
Cramer Posture Chair Co. Feb., 146: Apr., 
Invincible Metal Furniture Co. ; a Mar., 
J. and J. Tool & Machine Co. Jan., 
Milwaukee Chair Co, , Jan., 202; Apr.. 
Milwaukee Metal Furniture Co. ..Mar, 
Raylen Mfg. Co. May, 


CHECKSIGNERS 
Cummins-Chicago Corp Feb., 


CHECKWRITERS 
Superior Typewriter Co Jan., 


CLOCKS 
M & M Industries a 


COLLATORS 


Collamatic Corp. Mar., 172; Jun., 
Macey Co. MORE Rr 
Thomas Collators, Inc. May, 


COMPUTATION TABLES 


Eddy-Rucker- a Ce. «. Feb., 162; May, 
Wiedeman & C , - 
CONTROL BOARDS 


Acme Visible Records, Inc. .. 
Visi-o-graph C ; 


COPYING MACHINES 


(Also see Photocopiers) 

Minnesota Mining & Mfg. Co. Apr 
Ozalid, Div. of General Aniline & Film Corp. 
Ee 


Product Engineering Laboratories Co. . a 


COPYHOLDERS 
Lansdale Products Corp Mar., 
DESKS 

Berger Division, Republic Steel ricky 
H-O-N Co ; 

Shaw-Walker Co. May, 163; din: 
Stacor Equipment Co. . Jan., 


DICTATING MACHINES 


Comptometer Corp. 
Dictaphone Corp, 

Pacific Instruments Corp. . 
Peirce Dictation Systems, Inc. 
Vanguard Business Machines Div 


DOOR LOCK 


Kawneer Co. 


DRAIN PIPE CLEANER 
Miller Sewer Rod Co. 


DUPLICATING ACCESSORIES & SUPPLIES 

(Other than Offset) 

Addo Machine Co. yee ., 184 
Frankel Mfg. Co ; ., 149 
Gestetner Bupiicator Corp. yey 175 
Heyer Corp, . tans ., 200 
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DUPLICATORS, OFFSET 
Lithotype 


DUPLICATORS, SPIRIT 


Ditto, Inc. ......Jan., 171; 
Old Town Corp. : 
Heyer Corp 


Wolber Reaticcier & Supply Co. 


DUPLICATORS, STENCIL 
Bohn Duplicator Corp. 


ae. 


160, 


EDGE-PUNCHED CARD SYSTEMS 


Business Forms, 
McBee Co, . 


ELECTRONIC EQUIPMENT 
ElectroData Div., 


Inc, 


FAGSIMILE TRANSMITTER 


L & O Research & Development Corp. 


FANS 


Lasko Metal Products . 
O. A. Sutton Corp. . 


FILES 

Acme Visible Records, Inc. 
Amberg File & Index Co. 
Diebol Inc. 
Ferris Business E 
General a ing Co. 
H-O-N Co. ...... 
Lansdale Pudi Corp. 
Midwestern Sales Corp. 
Meilink Steel Safe Co. 
Oelrich Publications .. 
Schwab Safe Co. 
Scott-Rice Co. 
Shaw Walker Co, .... 
Watson Mfg. Co. .... 
Western Mfg. Co. 
Yawman & Erbe Mfg. Co. 


FILING SUPPLIES 


Advance Industries .... 
G. J. Aigner Co. 
Business Systems Div., 
Cel-U-Dex Corp., 
Daco Card & Index Co, . 
Charles Leonard, Inc, .. 
Office Products, Inc. 
Quick-Quest Co. ..... 
Smead Mfg. Co. 
Superior-Tabbies, 


FLOOR MAINTENANCE 


Inc. 


Chicopee Mills, Inc. . 
NORE setae desks 
FLOOR MATS 

Air Accessories, Inc. . 


Gering Products, Inc 


uipment Co, 


SuperVision, 
..Mar., 203; 


Burroughs Corp. 
International Business Machines Corp. 


.Feb., 
Mar., 


Ja 


Apr., 


193; 


163: 


165; 


. Jan, 





Apr. 
Apr. 


Jun. 
Feb., 


Feb., 
Apr., 


Jan., 
Mar., 


Feb., 
Apr., 


Mar., 


Jun. 


Feb. 


n., 219: 


Inc. . 
162: 


May, 


Jun. 


Apr., 


Feb.. 
May, 
Mar., 


...May, 
oo. @iies 
...Peb., 
..Jan., 


Mar., 


Mar., 
Mar., 


Jun., 


: Feb., 


B. F. Goodrich Industrial Products Co. 


FOLDING MACHINE 
Martin-Yale Co, 


FOOD & DRINK DISPENSERS 
Bevco Co. 
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..Jan., 


..Mar., 


216 


149 
138 
190 
144 


144 


148 
140 


180 
199 


170 


172 
219 


166 


182 


S. Blickman, 
Fedam Co. 
Lehigh, Inc. .. 
N.F.C. Engineering Co. 
Sunroc Corp, .. 
Temp-Rex Corp. 
Vendo Co, .. 


FORMS DELEAVER 


Moore Business Forms, Inc. 
FURNITURE 

Design Products, Inc. 
Worden Co. .. 
INCINERATORS 


Bastian-Morley Co. 
Brule Incinerator Corp. 
Silent Glow Oil Burner Corp 


INTERCOMS 


Connecticut Telephone & Electric Corp. 


Mark Simpson Mfg. Co 


LADDERS 
Tri-Metal Ladder Co. 


LAYOUT KITS 


Industrial Medels, Inc, 
Peerless Stee] Equipment Co. 


LECTERNS 
Detroit Lectern Co. 


LIST FINDERS 
Bates Mfg. Co. 
LIGHTING 

Edwin F. Guth Co. 


MICROFILM EQUIPMENT 


Remington Rand 
Documat, Inc. 


NUMBERING MACHINES 


Bankers & Merchants, Inc 

Force Western, Inc. 

Heller Corp. 

OFFSET ACCESSORIES, SUPPLIES 
Alvin & Co, ..... 

Ampto, Inc, 


Azoplate Corp. 


Consolidated International Equipment & 


Supply Co. . 
Fletcher Paper Co. 
Fototype, Inc. . 
Higgins Ink Co. 
Lithoplate, Inc. 
NuArc Co. 
Polychrome Corp. 
Rubber Ejector Roller Co 
Times Facsimile Corp 


PAPER CUTTERS 
Visual Aids Institute 


PAPER PUNCHES 


New England Paper Punch Co. 


i ae 


Mar., 
Apr., 
Mar., 
May, 
Apr., 
Apr., 
Feb., 


Jan., 
Jun., 


May, 
Feb.., 
Jun., 


May 


May, 


Apr., 


May, 
May, 


Mar., 


Feb 


Jan., 


Jun. 


Mar., 
Jan., 
May, 


Feb 
Mar 
Jan 


Jan., 
Jan., 
Feb., 
Mar., 
Apr., 
Feb., 
Apr., 
Apr., 
May, 


Feb., 


172 


160 
188 
139 
139 
147 


18? 
149 


178 
148 
178 


172 
206 


147 


184 
175 


177 


, 182 


156 


170 
(44 


186 
186 
175 


149 
171 


174 
173 
164 
194 
141 
166 
162 
150 
166 


160 


, 202 


29] 








PAPER ROLLS 
Rittenhouse Paper Co. 


PAPER STOCK 


Hamilton Paper Co. 
Mead Corp. 


PAPER TESTING KIT 
Dennison Mfg. Co. 


PARTITIONS 
Arnot-Jamestown Div. 
GR Products, Inc. 

L. A. Darling Co. 


PAYROLL TAX COMPUTERS 
Ayres Corp. 

Graphic Calculator Co. 
Journal of Taxation 


PEGBOARD SYSTEMS 
C. E. Sheppard Co. 


PHOTOCOPIERS 

(Also see Copying Machines) 
Ampto, Inc. 

Copease Corp. 

A. B. Dick Co. 

General Photo Products Co. 

Keuffel & Esser Co. 

PHOTOCOPY ACCESSORIES, SUPPLIES 
American Photocopy Equipment Co. 
Joseph Dixon Crucible Co. 

Eastman Kodak Co. 


Filmotype Corp. 
Photo Materials Co. 


a guide for 

OFFICE EXECUTIVES 

& PURCHASING AGENTS 

THE ONLY OBJECTIVE WORK ON THE 
SUBJECT. Describes all forms constructions 


so that the reader can select the best type 
for a particular business system. Time 


studies of forms processing operations are 


reduced to efficiency factors in easy-to-read 
charts which pinpoint the basic advantages 
and disadvantages of each construction. 
There are chapters on carbon paper, tags, 
envelopes and paper. Other chapters thor- 
oughly cover duplicated forms, checks, peg- 
board forms, autographic registers, stock 
forms, manifold books, and many others. 
The Manual includes informative advertis- 
ing, providing a wide range of sources to 
use in selecting forms manufacturers and 
suppliers. 


“OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 

Please send me copies of the MANUAL 
OF BUSINESS FORMS at $2.00 a copy. [] | en= 
close remittance, [] Send invoice, 


Name 
Company 


Street City . 


State 


Zone 


SA@eateadaaaen 


Ross-Martin Co. 
POSTAL SCALES 


Detecto Scales, Inc. 
Hanson Scale Co. 
Triner Scale & Mfg, Co. 


SAFES 


Diebold, Inc. 
Meilink Stee| Safe Co. Jan., 206; 
Midwestern Sales Corp. 
Schwab Safe Co. 


SHELVING 
Republic Steel Corp. 


SMOCKS 
Angelica Uniform Co. 


SORTERS 


Associated Industrial Designers, Inc. 
Remington Rand Div. 


STANDS 

Badger, Inc 

Interstate Metal Products Co. 
Premier Materials Co. 

Tiffany Stand Co. 


STAPLERS 
Vail Mfg. Co. 


STAPLERS, ELECTRIC 


Bates Mfg. Co. 
Staplex Co. 
Swingline, Inc, 


Jan., 219: 


Thu 


Megerine of 


MAweceMenT + (QUIPNENT +» mErHODE 


Tes 


VANTOYN ae): 
BUSINESS 


FORMS 


How to Design and Use the 
Tremendous Number of 


Forms Constructions 
Available Today 
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STATIONERY SUPPLIES TYPEWRITER ACCESSORIES, PARTS 


i a. Se eee reese. Wilhelm Dreusicke & Co., KG 
American Chart Service, Inc. .............Apr., 143 Feb. 176; Mar., 191; Jun., 186 
Soreay Products Co. ‘ Feb., 164 Haskel| of Pittsburgh Pe ee 
oodyear Printing & Stationery °. Mar., 162 
Illinois Bronze Powder Co. Mar.. 184 TYPEWRITERS, AUTOMATIC 
National Blank Book Co. Mar., 167 American Automatic Typewriter Co. . May, 162 
Plymouth Rubber Co. Jun., 150, 174 Royal McBee Corp. Jan., 174 
gk eee Mey. |S) TYPEWRITERS, PORTABLE 
Silver Bells Ltd. Jun., 166 Fairfax Distributing Co. .. ..Jun., 150 
West Coast Sales Jun., 172 
Wizard Mfg. Co. Mar., 179 TYPEWRITERS, STANDARD 
Addo Machine Co. Jan., 184 
TABLES, FOLDING R. C. Allen Business Machines, Inc. 
Haldeman-Homme Mfg. Co. Apr., 160 Jan., 171; Jun., 145 
Royal McBee Corp. Jun., 142 
TABULATING ACCESSORIES, SUPPLIES Smith-Corona, Inc. May, 160 
Moore Business Forms, Inc. Apr., 142 Underwood Corp, . Jun., 154 
Perfelope Mfg. Co. Jan., 186 VISUAL AID EASEL 
Recerd Files, Inc, . May, 176 Arlington Aluminum Co, Jun., 180 
TELEPHONE ACCESSORIES WALL DECORATION 
Apsco Products, Inc. May, 212 D 194 
Automatic Electric Sales Corp. May, 164 ocument House May, !9 
North Electric Co. Feb., 144 WATERCOOLERS 
TIMERS FOR MACHINES Sunroc Corp. Jun., 143 
reer Seep. May, 162; Jun., 152 WRITING & DRAWING IMPLEMENTS 
TOWELS Aero Engineering Sales Co. Jan., 182 
Alvin & Co. Feb., 149; Mar., 167; May, 190 
Scott Paper Co. Feb., 162 Bernard Sales Co. Jan., 210 
Bankers & Merchants, Inc. Mar., 214 
TRUCKS, BOOK & HAND C-Thru Ruler Co, Apr. 146 
Brunswick-Balke-Collender Co. May, 176 Eagle Pencil Co. Jun., 143 
Milwaukee Truck Co, Jan., 205 Fisher Pen Co. Mar., 174 
Flo-Bal Cc A Mar., 168 
TYPE-COMPOSING MACHINE ++ owl + imag Feb.’ 176 
Vari-Typer Corp, .. Feb., 144 Samuel Taubman & Co. .. ; Feb., 163 





This Index Is Valuable for Reference 
when you use the handy 


VOLUME FILES 


for your copies of 


THE OFFICE 


These durable and attractive files in rich maroon and gray with 16-carat gold letter- 
ing, look and feel like leather and are washable. No irritating wires to handle. Any 
copy may be removed, Each file holds one volume (six months) of THE OFFICE with 
the volume index in the last copy (June and December); two files hold an entire 
year's issues, Files are reusable and unconditionally guaranteed or your money back. 

1 File (for six months’ issues) $2.50 

2 Files (for a year's issues) $5.00 

3 Files for $7.00; 6 Files for $13.00 

Postpaid in U.S, 


JESSE JONES BOX CORPORATION, P. 0. BOX 5120, PHILADELPHIA 41, PA. 
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ADVERTISERS 





Acco Products 

Addo-X, Inc. 

Aetna Steel Products Corp 

Allen & Co. F 

Allen Business Machines, Inc., R. C, 
Alvin & Co. 

American Lithofold Corp. 
American Numbering Machine Co. 
American Register Co. 

American Stencil Mfg. Co. . 

Ames Supply Co. ; 
Arnot-Jamestown Division 

Atlas Stencil Files Corp. . 

Ayres Corp. 5 


Badger, Inc. 

Bankers Box Co. 
Basten, Peter 

Bates Mfg. Co. 
Bonnar-Vawter, Inc. 
Bruning Co., Charles 
Bud Type Cleaner Co. 
Burgess-Manning Co. 
Burroughs Corp. 
Business Electronics, Inc. 


Can-Pro Corp. 

Carteret Printing Co. 

Cashere Corp. 

Cel-U-Dex Corp. 

Clary Corp. 

Codo Mfg. Corp. 

Cole Steel Equipment Co. 
Collamatic Corp. 

Columbia Ribbon & Carbon Mfg. Co. 
Commercial! Controls Corp. 
Comptometer Corp. 

Consolidated Business Systems, Inc. 
Copease Corp. 

Copy-Craft, Inc. 

Cotterman, |. D. 

Cromwell Printery, Inc 

Cross Co., A, T. 


Davidson Corp. 

DeLuxe Metal Furniture Co. 
DeJur Amsco Corp, 
Dennison Mfg. Co, 

+ ge Engraving Co. 
Dick Co., A. B. 

Di ictaphone Corp. 
Diebold, Inc. 
Ditto, Inc. 
Dreusicke & Ce. 
Dupli-Typer Co, 


“K. G.. Wilhelm 


Eagle Pencil Co 

Eastern Corp. 

Eastman Kodak Co 

Engler Instrument Co. 

English Numbering Machines, Ltd. 
Eraser Co, 

Eureka Specialty Printing Co. 

Ever Ready Calendar Mfg. Co. .. 
E-Z Sort Systems, Ltd. ae Ar 


Faber-Castell Pencil Co., 
Facit, Inc. 

Ferris Business Equipment 
Fisher Research Laboratory, Inc, 


AoW. 5. 


294 


-— 


138, 


106, 


Inner Back Cover 
212 


160 


15 
102 
8! 
183 
216 
184 
109 
171 
189 


191 
, 127 
214 


Fletcher Paper Co 

Force & Co., Wm. A. 

Friden Calculating Machine Co 
Frye Mfg. 


Gates Acoustinet Co. 
Gavrin Press, Inc., Arthur J. 
General Binding Corp. 
General Photo Products Co. 
Gilbert Paper Co 

Graff Co., George B. 
Graphic Systems 

Groveton Papers Co. 


Hall-Welter Co, 
Haloid Co. 

Hamilton Paper Co. 
Hano Co., Philip . 
Harding Co., Milo 
Heat-Timer Corp, . 
Hush-A-Phone Corp. 


Ideas, Inc. 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 
Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc. 
Internatiorial Office Machines Research 
Interstate Metal Products Co 


Jones Box Co., Jesse 
Kenro Graphics, Inc. 


Lagomarsino-FAI 
Lansdale Products Corp. 
Lassco Products, Inc. 
Lee Products Co, 
Letterex Corp. 
Lithoplate, Inc. .. 


Management Control Charts Co. 
Manpower, Inc. 

Marchant Calculators, Inc, 
Master Addresser Co. 

McBee Co. 

Mead Corp 

Meilink Steel Safe Co. 
Metalcraft, Inc. .... 

Midwest Rotary Maniforms 
Midwestern Mfg, Corp. 

Miller Sewer Rod Co. 
Milwaukee Metal Furniture Co. 
Mim-E-O Stencil Files Co 
Minnesota Mining & Mfg. Co. 
Modern Business Forms Mfg. Co. 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 
Moore, Inc., P. O 


National Business Show 

National Cash Register Co. 

National Vulcanized Fibre Co. 

Nippo Machine Industry Co., Ltd. 

Norta Distributing Co. .. oie 
Nu-Arc Co. oe SS 
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Office Products, Inc. 


Office Publications Co. 206, 222, 225 
Oklahoma Dept. of Commerce & Industry 16 
Old Town Corp. . 38 
Olivetti Corp. of America 59 
Outlook Envelope Co. 215 
Oxford Filing Supply Co. 21 
Ozalid Div., General Aniline & Film Corp. 13 
Palson Mfg. Co. 176 
Paterson Parchment Paper Co: 175 
Peirce Dictation Systems, Inc. : 91 
Photorapid of America, Inc. 153 
Photostat Corp. Satie . 84, 85 
Pioneer Toledo Corp. ros 183 


Pitney-Bowes, Inc. 


22, 23, 32, 57 
Plastic Binding Cote... 195 


Plymouth Rubber Co. 186 
Port Huron Sulphite & Paper Co. 134 
Precision Mfg, Co. .... 167 
Print-O-Matic Co. ra 177 
Pronto File Corp. . 6| 
Rapid Roller Co. . 58 
Regna Cash Registers, Inc. 65 
Remington Rand Division .. 66 
Rena Buromaschinen-Fabrik GmbH 172 
Resulta Adding Machine Co. 208 
Rite-Line Corp. ‘ 208 
Roberts Rubber Go.. Weldon 33 
Roll-O-Graphic Corp. . 190 
Royal Typewriter Co. 114, 115 
wher Ejector Roller Co. ce ae 
Saunders Mfg. Co. : 200 
Schlegel Mfg. Co. 30 
Schweitzer Inc., Peter J. se 


gecccccccoccococes 
$ Keep Up to Date on $ 


° New Equipment : 
$ use THE READER INouIRY § 


@ Just circle the numbers appear- 
ing with advertisements and new 
product items. Be sure to fill out 
@ the top lines on the card clearly. 
$ No postage required, Your re- 
@ quests for complete information 
@ will receive prompt attention 

from manufacturers and 


@ pliers. 
w 
SKV2So Vs TRRPSOMOELS 


sup- 
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Scriptomatic, Inc, : iactae ae 
Shaw-Walker Co. ; i 





Shredmaster Corp. 19 
Signal Office Services, Inc. 136 
Smead Mfg. Co. 188 
Smith-Corona, Inc. Inner Front Cover 
Smith, Inc., Charles C. 184 
Staplex Co. 120 
Stolper Steel Products Corp. 164 
Sunroc Corp. Outer Back Cover 
Swift Business Machines Corp. 173 
Swingline, Inc. . 48 
Tab Products Co. 129 
Thomas Collators, Inc. 125 
Todd Co. 36 
Typewriter Sundries Co., Ltd. 215 
Vanguard Business Machines Division 133 
Vari-Typer Corp. 105 
Veeder-Root, Inc. 62 
Victor Adding Machine Co. 63 
Visi-Shelf File, Inc. 18 
Vogel-Peterson Co 210 
Wassell Organization, Inc 166 
Wausau Paper Mills Co. 118 
Weber — Te Machine Ce. 4\ 
Webster Co., F. S. 99 
Weston Co., ‘ee ron 4 
Wheelock Slapete. Inc. . 165 
Wolber Duplicator & Supply Co. 137 
Woodlets, Inc. 93 
Werden Co. .. 208 
York Safe & Lock 35 
PRE-WAR SUBSCRIBERS ASKED US 
TO RESUME PUBLICATION OF OUR 


AMERICAN 

OFFICE MACHINES 
RESEARCH 

SERVICE 


International Edition 


They missed this systematically arranged 
looseleaf handbook. 


Others have been awaiting such a serv- 
ice, in which they can find FULL 
INFORMATION ON ANY OFFICE 
MACHINE, WHEREVER MADE. 


Updating Supplements Will Be Issued 
Regularly. IF YOU, TOO, ARE 
INTERESTED, PLEASE WRITE TO: 


INTERNATIONAL OFFICE MACHINES 
RESEARCH n.v. 


18, Tesselschadestraat, Amsterdam W, Holland 
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As We See It... 


Subjects having to do with data processing, 
automation, electronics, integration, facsimile 
communication, the rebirth of centralization vs. 
decentralization and similar technical advances 
made in office systems and equipment, have been 
the chief preoccupation of office management's 
troubled mind, of late. But lest we forget, continu- 
ing attention for time ad infinitum will have to be 
focused on our conventional office working tools. 
For example: 

We need a chair to sit on, a desk and its sur- 
face to work on, a cabinet in which to store our 
papers, a rack for our hats and coats, a basket for 
our wastepapers, lamps, carpets, mats, tables, 
Stools, ashtrays, flowerpots and maybe even a sand 
urn and spittoon — in other words, office furni- 
ture. 

How many of us have ever stopped to think of 
the demands made by our present-day dynamic office 
systems and controls on office furniture, and the 
extent to which these demands have been met. Not 
alone the tremendous changes wrought by metals as 
against wood. Not merely the remarkable beautifi- 
cation of the equipment, its styling and designing. 
Today, in our opinion, too much emphasis cannot be 
placed on the functional value of the equipment; 
its time, money, effort and space saving features. 
It is in the things that the office furniture of 
the nineteen-fifties can do, not how it looks or 
how long it will last, that distinguishes our fur- 
niture of today. And, speaking of how long the equip- 
ment will last, the functional advances being made 
by our furniture designers will result in the same 
attitude to office furniture now held by business 
to office machines—namely, when written down after 
three or more years of use, it may be replaced when 
something else that does the job better comes along. 
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DITTO Systema “xnow-no ” 
pd] | TLL ELLE LILLLT 








Plus 


DITTO NATIONWIDE od DITTO ACKNOWLEDGED 4 DITTO SPECIALIZED SYSTEMS 


FORMS PRINTING SERVICE SUPPLIES LEADERSHIP DUPLICATING EQUIPMENT 


eer 

















j 


CUTS YOUR COSTS 4 ways! 


DITTO brings you the experience acquired through 47 y 





the development and perfection of systems dupl 


machines ordinated duplicating papers and supy 


Sr hos ee eee 


pecial printing techniques, and One Writing sys 
edures. With DITTO 


Ss recommended will meet your precise systems 


you can be confident tha 


eeds And YOu in be assured that the equipment ar 
supplies that you purchase will bring you best results ar 


the savings and benefits common to DITTO efficien 





Get the full story on DITTO systems savings and the place 
of DITTO in Integrated Data Processing. Either write us direct 
or check with your local DITTO branct r dealer listed under 
‘Duplicating Machines" in your classified directory 


DITTO, Inc., 6874 N. McCormick Rd., Chicaco 45, Ill 


f y 





—, 12 TIMES NEWER! 


SUNROS 


iF 
y 


ADVANCED 


. Beautiful, Modern Design 


. New, Improved Cooling 
Method 


. Completely Concealed 
Plumbing 


. and 9 other ADVANCED ex- 
clusives that make this the... 


Pf 
a 
2 
_ 
ot 
4 
4 
4 


AVAILABLE IN ae 
COLOR Sunroc Corporation * Glen Riddle « Pa. 


Send ADVANCED literature, promptly, to: 


(PLEASE PRINT) 
Write for 


7 NRE ee és 
literature 


WATER COOLERS DIVISIONS & BRANCHES 
DRINKING FOUNTAINS IN ALL MAJOR CITIES 


FILTER/PURIFIERS CORPORATION elso TELKEE SYSTEMS 
Glen Riddle, Pa. 


For More Information Circle No. 376 





